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RD I nstruction 2033-A

PART 2033 - RECCRDS
Subpart A - Records Managenent in Rural Devel opnent Field Ofices
§2033.1 Purpose.

This Instruction prescribes the policies, procedures, and nethods for
mai nt ai ni ng and managi ng Rural Devel oprment, fornerly Farmers Hone
Admnistration (RD), records in State, Dstrict, and County O'fices. The use
of the Rural Devel opment Qperational Records Manual is mandatory and should be
used in conjunction with this Instruction.

8§2033. 2 [Reserved]

8§2033.3 Authority and responsibility

(a) Authority. Federal regulations require Rural Devel oprent to make
and preserve records contai ni ng adequate and proper docurnentation of the
organi zation, functions, policies, decisions, procedures, and essenti al
transacti ons of the Agency, and are designed to furnish the information
necessary to protect the legal and financial rights of the Governnent
and persons directly affected by Rural Devel opment activities.

(b) Responsibility. State Directors, District Directors, and County
Supervi sors are responsi bl e for maintai ni ng adequat e docunent ati on of
all official transactions including those shown in Attachments 1 and 2
of Exhibit C of this Instruction. Chiefs of Adm nistrative Prograns
(CAPs)/Adm nistrative Oficers ( AGs) are responsible for training office
staffs in the application of this Instruction and for a continui ng

revi ew of records nmanagement activities in offices within their State.
They are al so responsible for keeping the State Director, District
Director, and County Supervisor advi sed on records nanagemnent probl ens
and, when circunstances warrant, contacting the National Ofice, Support
Services Division (SSD), CGeneral Services Branch (GSB) for
clarification, correction, or necessary additions to this Instruction.
The National Ofice, Records Unit will conduct periodic reviews to
ensure inplenmentation of the requirenments of this Instruction.

82033.4 Definitions.

Applicant . Any person or |legally recognized group of persons or other
| egal entity seeking Rural Devel oprment program assi stance through
witten applications, for certain subsequent |oans, or by oral request.

DI STRIBUTI O\ WBDC Adm ni strative Services
Recor ds
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§2033.4 (Con.)

Associ ati on borrower . Associations, organizations, cooperations
(co-ops), nmunicipalities, water districts, authorities, or any other
legal entity not eligible as an individual person for Rural Devel opnent
program assi stance, and all Business and Industry (B& ) borrowers
(including individual) and Multi-Fam |y Housing (MH) borrowers who
executed a | oan agreenent.

Bl ock. Cne or nore chronol ogi cal segnents of cutoff, or closed, records
that are in the same series and are dealt with as a unit for disposition
pur poses.

Case folder . The one or nore file folders, envel ope jackets, mailing
tubes, or other filing devices containing the total cumul ative officia
records concerni ng an appli cant/ borrower

(1) The "initial" case folder contains the records needed for
routine servicing of borrower accounts.

(2) A "continuation" case folder is an additional folder begun when
necessary to hold infrequently used records or to provide for an
i ncreased vol ume of materi al

C osed case folder . The one or nore folders on a borrower who is
classified as "paid up" or "otherw se satisfied" and no | onger has an
obligation to, or unresolved | egal action pending with, Rura

Devel opnent .

Di sposal authority . Legal approval enpowering an Agency to transfer
per manent records to the National Archives or carry-out the disposal of
tenporary records

El ectronic records . Any record that is created, used, maintained,
transmtted, and disposed of in electronic form Such records nmay be
stored in conputer menory (random access nenory) or flexible disks.

O fices may or may not have nonrecord paper copies of electronic
records. FE ectronic records are also referred to as machi ne-readabl e
records because they require nachi ne processing for conversion to human-
readabl e form Exanples of these types of records include those on
magneti c tapes, disks and druns, video files, optical disks, and floppy
di sks.

Essential Rural Devel opnent records . Designated files or docunents
requiring special protective neasures in the event of fire, flood,
tornado, civil disorder, or other disruptive energency situation

Federal Records Center (FRC) . A facility for the | owcost storage and
servicing of records pending their disposal or transfer to the Nationa
Archi ves.
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§2033.4 (Con.)

File break/File cutoff . Breaking or ending files at regular intervals
usually at the close of a fiscal or calendar year, to permt their

di sposal or transfer in conplete blocks and for correspondence files, to
permt the establishnent of new files.

I ndi vi dual borrower . An individual person receiving Rural Devel oprent
program assi stance; EXCEPT those individuals receiving B& program
assi stance or who executed an MFH | oan agreenent.

Nonrecord material . Informational type nmaterial nade or acquired for
conveni ent reference purposes consisting of reader files; extra copies
of docunents; reference publications in the format of books, panphlets,
and factsheets; comrercial advertising matter; rough drafts; persona
papers; or any simlar material maintained solely for the user's
benefit.

Ofice. This means State, District, and County Ofices.

Position filing. A method of filing functionally related records in a
predetermned position within a file fol der

Records. Includes all books, papers, maps, photographs, machi ne-
readabl e materials, or other docunmentary naterials, regardl ess of

physi cal formor characteristics, nmade or received by an agency of the
United States Covernnent under Federal |aw or in connection with the
transacti on of public business and preserved or appropriate for
preservation by that agency or its legitinate successor as evi dence of
the organi zation, functions, policies, decisions, procedures,
operations, or other activities of the Government or because of the
informati onal value of data in them Library and museum materi al nade
or acquired and preserved solely for reference or exhibition purposes,
extra copi es of docunments preserved only for conveni ence of reference,
and stocks of publications and of processed docunents are not included.

Records disposition . Renoval and destruction as wastepaper or by
shreddi ng, burning, or other suitable disposal nethods of records
exceedi ng established retention periods. (Note: Destruction nethods
must not conprom se the confidentiality of information contained in the
records.)

Records inventory . The actual physical inventory measured in cubic foot
vol urme, of ALL "official" records nmaintained in an office.

Retention period. The legally established period of tine which nust
el apse before a record is eligible for disposition.
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§2033.4 (Con.)

Super vi sor .

State Director, District Drector, and County Supervi sor.

Tabl e of Contents/Processing Checklist . These two itens are used

i nterchangeably and refer to an optionally designed State index form
used in borrower case folders to assist in identifying the exact
| ocation of a specific record.

Tenporary folder . A substitute folder placed in the files during the

prol onged absence of a regularly maintained case folder to hold records
accumul ated during the interimperiod. (Note: Tenporary folders shoul d
be frequently reviewed to preclude the | oss or m splacenent of the

of ficial

case fol der.)

8§2033.5 Types of records .

(a) Oficial records . For the purpose of this Instruction, the term

"officia

record"” neans the "record copy" of all docunentary nateri al

regardl ess of physical formor characteristics, prepared, received, or
processed which indicates the policies, procedures, decisions, and

essenti a
pr ogr ans.
pr ocedur a
records are divided into the foll owi ng categories:

Oficia

(1)

transactions of an office in its conduct of Rural Devel opnent

The requi rement concerni ng the mai ntenance and di sposition of
i ssuances are given in RD Instructions 2006-A and 2006- B.

Programrecords . Includes case folders on applicants and

borrowers (Individual and Association) and "essential Rura
Devel opnent records.”

(i) The "official" case folder for an applicant/borrower wll
be mai ntained by the office having primary responsibility for
processi ng and; servicing a specific type of program
assistance. (e.g., State Ofices nornally adm ni ster B&
prograns; District Ofices adm nister M-H and Community
Facilities (CF) programs; County Offices admnister ALL other
prograns and usually serve as the initial contact point for
persons seeking Rural Devel opnent program assistance.) This
requi renent does not preclude the necessary programatic

i nt erchange of case folders and informati on between the various
office levels and Ofice of the General Counsel (OGC).

However, the responsible office supervisor shall ensure that
the "official" case folder contains ALL infornmation concerning
an appl i cant/ borrower.



RD I nstruction 2033-A
§2033.5(a) (1) (Con.)
(ii) An "essential Rural Devel opnent record"

(A) Is the original of any docunent or record which
provi des evi dence of indebtedness or obligation to Rural
Devel opnent and includes, but is not limted to, the
follow ng itens:

(1) Oiginal Promssory Notes.

(2) Oiginal Consolidation MH Prom ssory Notes.

(3) Oiginal Renewal Prom ssory Notes.

(4) Assunption Agreements.

(5) Accelerated Repaynent Agreenents.

(6) Gant Agreenents.

(7) Stock Certificates.

(8) Charged-off Notes (see RD Instruction 1956-B
or 1956-C).

(9) Valuabl e Docurments (see RD
I nstruction 2018-E).

(10) Cost Voucher Docunents (see RD
I nstruction 2024-A).

(11) Subsidy Repaynment Agreements.

(12) Used and unused recei pt books (Form
RD 451-1, "Acknow edgnent of Cash Payment").

(B) These itens require maxi numprotection at all timnes
and, will remain in a "locking-type" file cabinet except
when in actual use.

(2) (Qperational records . Ofice files naintained under nulti-digit
file code subject headings, established by using the "1900 and 2000"
series "Table of Contents” and contain official records materi al
necessary for the functional nanagement of general program fiscal,
personnel , and admi nistrative operations.
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§2033.5(a) (Con.)

(3) Personnel records . Oficial Personnel Folders (CPF) and
associ ated material. These folders are subject to Ofice of

Per sonnel Managerment (OPM regul ations. Instructions for filing,
mai nt enance, and di sposition of these records are contained in
Federal Personnel Management Regul ations, Department Personnel
Managenent Regul ations, and directives issued by the National

O fice, Human Resources (HR) as required.

(4) Regulative records . Regulative records contain rules,

regul ati ons, instructions, procedures, and simlar directive type
material issued by the National Ofice, State Ofice, Finance
Ofice, National Finance Center, or other Federal, State, or |ocal
regul ati ve source. Procedures for filing, naintenance, and

di sposition of this type of material are usually contained wthin
the specific publication.

(5) Unnunbered letters . Unnunbered letters will be used to provide
general information to two or nore Rural Devel opnent enpl oyees or
offices. These letters will not be used to establish, change, or

nmodi fy authorized directives. To provide uniformty in filing

t hr oughout the Agency, unnunbered letters will be filed by broad
program areas in chronol ogi cal order within a binder or folder. The
expiration date and category for filing will appear in the bottom
left and bottomright corners of the first page, respectively. The
three categories are Housi ng Prograns, Community/Busi ness Prograns,
and Adm nistrative/ G hers Prograns.

(b) UWnofficial records/ nonrecord material . [Information type material
made or acquired for conveni ent reference purposes consisting of reader
files; extra copies of docunents; reference publications in the fornat
of books, panphlets, and factsheets; comrercial advertising matter;
rough drafts; personal papers; or any sinmlar material maintained solely
for the user's benefit. Such material will not be made a part of the
"official" files, and mai ntenance and disposition will be the option of
t he user.

(c) Hectronic records . HEectronic records are subject to the sane

| aws and regul ati ons as paper records and will be maintained and

di sposed of in accordance with this Instruction, Departmental

Regul ati ons, and the National Archives and Records Adm nistrati on (NARA)
gui del i nes.




RD I nstructi on 2033-A
§2033.5(c) (Con.)

(1) Determning record material . In determning record naterial
use the following criteria

(i) Is the record identified in the Agency records contro
schedul e or other Agency regul ati ons?

(ii) WII the electronic copy serve as the officia
docunent ation of the transaction?

(iii) If the answers to paragraphs (c¢)(1)( i) and (ii) of this
section are yes, then the records should be properly identified
and mai ntained in accordance with this Instruction. It should
be labeled with the file code, record nane, brief description

of the record, dates of origination, revision(s), and retention
period to assure easy accessibility for future use of the file.

(2) Indexes. Indexes will also be established in a manner which
will allowthe ready retrieval of the material whenever necessary
t hroughout the authorized retention period. The indexes will

i ncl ude the foll ow ng:

(i) Nanme of organization unit responsible for the data.
(ii) The file series.

(iii) The time covered by the records.

(iv) Nane of the equipment used to create the record.

(3) MNonrecord nmaterial associated with el ectronic records
Quidelines will not be established for the retention of nonr ecor d
material. This material will be created solely for the purpose of
conveni ence and reference, and will not be made a part of the

of ficial indexes. Nonrecord material wll be disposed of by the
user when no | onger needed for reference purposes. They may include
the follow ng types of information

(i) Reader file copies of correspondence.
(ii) Tickler, followup, or suspense copies of correspondence.

(iii) Identical duplicate copies of all documents naintai ned
inthe sanme file.
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§2033.5(c)(3) (Con.)

(iv) Extra copies of printed or processed naterials, officia
copi es of which have been retained for record purposes.

(v) Superseded manual s and other directives maintai ned outside
the office that is responsible for retaining them

(vi) Materials docunenting such fringe activities of agencies
as enpl oyee welfare activities and charitable fund drives.

(vii) Routing slips.

(viii) Working papers.

(ix) Drafts of reports and correspondence.
(x) Transmttal sheets.

(xi) Blank forns.

(xii) Transcribed stenographic materials.

(xiii) GCorrespondence and other records of short termval ue
that, after action has been conpl eted, have neither evidentiary
nor informational value, such as requests for publications and
comuni cations on hotel reservations.

(xiv) Information copies of correspondence and ot her papers on
whi ch no docunented adm nistrative action is taken

(4) Disposal of electronic records . As with the paper version

el ectronic records nust be disposed of in a tinely manner. Because
of the relatively small space required to store el ectronic records,
they are subject to be held | onger than the authorized retention
peri od. However, because of |legal ramfications, records eligible
for disposition nust be conpletely renoved fromthe system They
may be renoved or disposed of by erasing or overwiting, not nerely
deleting the information fromthe system E ectronic records MJST
not be kept beyond the authorized retention periods. Permanent

el ectronic records will be maintained in accordance with the

requi renents of NARA regulations. They will be converted to paper
mcrofilm or other nedia approved by the Archivist of the United
States for retiring purposes. Such records, along with adequate
docunentation and adjunct files to pernit access to them wll be
transferred to the National Archives as soon as possible after it is
determ ned that their purposes have been served. For assistance in
retiring electronic records, contact the National Ofice, SSD




RD I nstructi on 2033-A

8§2033.6 Records filing and mai nt enance requirenents

(a) Filing. Oficial records contain | egal evidence of all
transacti ons between Rural Devel opnent and the persons with which it
conducts business. Therefore, the followi ng rules nust be applied to
filing operations:

(1) Wthhol di ng docunents or records fromthe official files is
prohi bi t ed. ANY exception to this policy requires National Cfice
appr oval

(2) Renoval or transfer of official records fromRural Devel opnent
custody is prohibited except as expressly provided for in this
Instruction, or in accordance with National O fice approval obtained
incident to a specific renmoval or transfer action. (Note: Records
transmtted to OGC for programmati c revi ew and approval are
considered to be within Rural Devel opnent custody.)

(3) Theft, falsification, mutilation, or unauthorized destruction
of official records by Rural Devel opment enpl oyees is punishable
under public |aw

(4) Loss, theft, danmage, or destruction of official records by

fire, water, vandalism civil disorder, or other disruptive

situation will be imrediately reported by tel ephone and by fol | owup
letter through the State Director to the National Ofice, for advice
and gui dance concerning the actions to be taken

(5 Cal or witten informati on of a confidential nature that nay
come to an enpl oyee's know edge nmust neither be revealed to nor

di scussed by any person except when the enployee's official duties
require dissemnation. This includes, but is not linmted to,

i nformati on obtai ned by enpl oyees from any source concerning the
personal and financial affairs of applicants/borrowers, fellow
enpl oyees, or other persons involved in Rural Devel opnent
activities.

(6) Procedures governing the availability of official records for
public access and use are prescribed in RD Instructions 2015-E

and 2018-F. Ofice enployees are expected to be famliar with the
restrictions of RD Instructions 2015-E and 2018-F in order to avoid
violation of procedures. (Caution: Records requested by the

general public must be RETAINED until the request is fully processed
even though the established retention requirenments may have been

net.)
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RD I nstructi on 2033-A
§2033.6(a) (Con.)

(7) The requirenments for retention and destruction of official
records prescribed in this Instruction are mandatory and will not be
changed without prior National Cfice approval

(b) Filing equipnent . Procedures for ordering filing equi pnent are
prescribed in RD Instruction 2024-C. The various types of equi pnent and
aut hori zed use are specified bel ow

(1) Filing cabinets .

(i) Letter-size four or five drawer file cabinets will be used
by County Ofices for filing all official records.

(ii) Legal-size four or five drawer file cabinets may be used
by State and District Ofices for filing "associati on-type"
appl i cant/borrower case fol ders.

(iii) Locking-type fire proof filing cabinets/safes will be
used by offices for filing and protection of "essential Rura
Devel opnent records” and other sensitive naterials.

(2) Open-shelf file units .

(i) Three-shelf unit . Ofices may use this unit for Rura
Devel opnent Procedure Manual s, continuation fol ders, closed
borrower case folders, or any other purpose which best neets
the need of the office.

(ii) Five-shelf unit . This unit may be used for storing and
mai ntaining preprinted forns and simlar naterials. Forns are
normal |y stocked in nunerical order; however, it is recomrended
that the nost frequently used forns be placed on the nore
accessi bl e shel ves.

(3) Map and plan files . These units are available in 9- or 27-tube
configurations and should be used for filing "as built plans,"”
"project maps," "plot plans,” or simlar engineering type records.

(c) File maintenance . Ofice supervisors will establish and naintain
files in locations nmost convenient to the prinary users. One or nore
persons shoul d be del egated prinary responsibility for daily mai ntenance
of a given segnment of files. State (Ofices will prepare a State

Suppl enent showing file codes, file station |ocations, and the person(s)
responsi ble for a particular group of records. New personnel should be
adequately trained and becone thoroughly famliar with all office
activities prior to being assigned to filing operations.

10
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§2033.6(c) (Con.)

(1) Al phabetical filing

(i) File names of individuals by surnane first, the given nane
next, and the mddle name(s) or initial(s) last. A dua
surname, such as "Garcia- Valdex," should be filed by the first
sur nane.

(ii) Fle names of associati ons and organi zations, including
municipalities, as witten in their legal or official title.
Wrds such as "the," "of," "for," or "and" should not be
considered in determning correct file sequence.

(iii) Consider nanes beginning with prefixes, such as " M,"
"Q" or "Van" as one word and file al phabetically as witten,
beginning with the first letter

(iv) File abbreviations as though witten in full

(2) Ooss reference and chargeout .

(i) Use FormRD 2033-1, "X-Reference Card,"” to indicate the
exact file location of a folder when the | abel identification
has been changed, such as a nane change or when a folder is
noved to anot her | ocation.

(ii) Use FormRD 2033-2, "Qut Card," as a substitute for a

fol der whenever there is a need to record which office enpl oyee
is using a specific folder. Wen the folder is returned renove
Form RD 2033-2 fromthe files. Review "Qut Cards" periodically
to prevent |oss or msplacenent of the regular file.

(3) Fol der mai ntenance requirenents

(i) Qperational-files. Use "right cut" four-position letter
size folders for operational record files. Material may be
filed in these folders using "position filing," divider sheets
to separate by fiscal year (FY) or office designation, or any
other nethod to arrange material for ease in record usage and
di sposition

11
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§2033.6(c)(3) (Con.)

(ii) Case folders. Use right-tab letter size folders for al
four-position and ei ght-position applicant/borrower case
folders. Use four-position folders for operating-type credit-
only borrowers, and eight-position folders for real estate and
or gani zati on-type borrowers.

(iii) Continuation folders . Use "continuation folders" to
hol d i nfrequently used docunments or when the volume of material
warrants separation fromthe "initial" folder. Wen this is
done, the "initial" folder is considered as the "1 of "
folder, the first continuation folder as the "2 of
folder, and will continue on depending on the total nunber of
folders. Continuation folders may be filed as a separate
series apart fromthe active files.

(iv) Tenporary folders . Use a "tenporary folder"” to replace
and accumul ate material whenever it becones necessary to renove
a regularly maintained folder for an extended period of tine,
such as transnittal to the Regional Attorney, State Ofice,
National Ofice, or other loan or servicing action. Tenporary
fol ders should be frequently nmonitored to prevent |oss or

m spl acenent of the original folder.

(v) Labeling. Label each folder with sufficient infornation
to adequately identify the fol der contents.

(A) Borrower case folder |abels should include: Nane of
the borrower, coborrower, case nunber, project nunber of
MFH | oans, borrower's classification of "active,"”
"collection-only," or "judgenent," programtype, and

fol der continuation nunber when appli cabl e.

(B) Qperational file folder |abels should include:

al pha-nuneric file code nunber and subject headi ng, and
shoul d al so show Fi scal Year (FY), office, or other

subdi vision informati on. Labels nmay be col or-coded,
preprinted, different sizes, or any conbi nation thereof;

to separate and identify various file segnments by office
project, program type of borrower, FY, or any manner

whi ch best serves office needs. CAPs/ ACs shoul d encour age
uni form | abel i ng systens t hroughout each State.

12
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§2033. 6(c) (3) (Con.)

(04- 09- 97)

(vi) Position filing. Position filing within a folder is the
segregated arranging of functionally related naterial in a
predeterm ned fol der position. The "filing position" is the
specific place where records are fastened within a folder. The
top inside left cover is designated as position "1;" the bottom
inside left cover is position "2;" the top inside right cover
or the top of the insert leaf in eight-position folders, is
position "3;" the remaining file positions "4" through "8" are
desi gnated by continuing this sequence. Further guidance
concerning the contents of each filing position is provided in
Exhibit A of this Instruction

(vii) Folder arrangenent . File folders may be arranged i n any
manner whi ch best serves office needs. (Note: D fferent
record series should be maintained as separate identifiable
groups.) For exanple: Essential Rural Devel opnent records;
CPFs; and ot her types of confidential information such as audit
reports, enployee investigations, and enpl oyee fi nanci al
interest statenments nust be maintained in "locking-type" file
cabi nets. Pending applications/ preapplications should be
separated from"active" borrower files. Active borrower files
shoul d be separated from"cl osed" borrower files. d osed
borrower files, continuation folders, or other files, which are
infrequently used, nay be maintained in the | ess accessible
file space and should be properly and adequately identified.
These folders nay be filed in al phabetical order or further

di vided by programtype, project, processing stage, District or
County O fice designation, or other means for control and
identification purposes.

(viii) Renmoval of records . 1In order to maxin ze the use of
filing space and equi prent, records eligible for disposal, as
prescribed in this Instruction, MJST be renoved fromall filing
equi pnent. O fices having access to additional storage space
may transfer inactive or long termrecords to such space,
providing these areas are frequently nonitored to prevent
excessi ve accumul ati on of unneeded material. Supervisors
responsi ble for official borrower case folders shall ensure
that all participating offices are notified when disposition of
official borrower case folders takes place, in order that the
participating offices may di spose of related material s.

13
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RD I nstruction 2033-A
§2033.6(c)(3) (Con.)

(ix) Transfer of records . Records that are closed or inactive
BUT nust be maintained for regulatory or |egal purposes, may be
retired to the FRC. However, the follow ng retenti ons nmust be
met before the records are eligible to be retired. Financial
records nust be at least 3 FYs old. Borrower case files

| abel ed "Loss to the Governnment" nust have a retention of 3 FYs
following the FY in which the loan is closed, and contract

files must be retained in the office 1 FY after the case is
closed before retiring to the FRC. States shoul d coordi nate

the retiring process directly with the FRC serving their area.
The of fice having custody of the records is responsible for
preparing the Standard Form ( SF)-135, "Records Transnittal and
Receipt," and preparing the records for transfer to the FRC
(See Forns Manual Insert (FM).) The Sk 135, SF-135A, "Records
Transmttal and Receipt (Continuation),” and any attachnents
nust be forwarded to the National Ofice, Records Oficer, for
prior approval before submtting to the FRC. General
preparation instructions are on the back of the form
Preparation instructions are suppl emented as fol |l ows:

(A) Insert record group for Rural Devel opnent (96).

(B) Insert disposal authorities for operational files
(found in the last colum, of the (perational Records
Manual ) .

(© Insert disposal authority for borrower case fol ders
(found in the Operational Records Manual).

(D) Insert disposal date (cal cul ate date from established
retention period).

(x) Retrieval of transferred records . Transferred records may
be retrieved fromthe FRC by submtting Qotional Form (OF)-11
"Ref erence Request - Federal Records Centers." (See FM.)
Request for such records should be made through the State

Ofice. Toreadily identify a file retrieved fromthe FRC the
office should flag the record or box of records to indicate

such.
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8§2033.7 Program case fol ders (applicant/borrower)

Each of fice shall establish and naintain an "official record" case
fol der, for each applicant/borrower receiving program assi stance, for which
the office has primary program processing and servicing responsibility.
Because of the necessary and/or frequent interchange of applicant/borrower
i nformati on between the various office levels, offices may establish duplicate
appl i cant/borrower informational folders to accomodate certain kinds of
record information. Such fol ders, when established, nust be clearly
identified as "duplicate" case folders and contain the originating office's
identification. "Oficial record" folders nust be filed as a separate series.

(a) Applications/ preapplications .

(1) Pending applications . File pending applications as a separate
series in one or more A-Z sets of third-cut folders generally
precedi ng the "active" borrowers' case folders. Keep the
application and related material together as a single assenbly of
papers. Establish separate folders for individual applicants at the
di scretion of the office supervisor. Establish separate folders for
associ ation applicants. File pending applications as a single

al phabeti cal group or subdivided by those programtype, processing
step, packager, project, district or county designation, or any
conbi nati on thereof best serving office needs. Mintain
appl i cations whi ch have been rejected, withdrawn, canceled, or
expired as prescribed in paragraph (a)(2) of this section.

(2) Rejected, withdrawn, canceled, or expired applications . Renove
the application and rel ated papers fromthe "pending" file series
and maintain as foll ows:

(i) Return such docunents as plat maps, plans, specifications,
engi neering data, feasibility studies, etc., to the applicant,
PROVI DED t hese docunents are not needed as a basis for
rejection

(ii) For applicants indebted to Rural Devel oprment (i ndividua
or association), file the "rejected" or "w thdrawn" application
and any remaining naterial in the existing borrower case
folder. Mark the face of the application "REJECTED or

W THDRAWN (date)." If the application involved a "grant only"
or "conbination | oan and grant," include the word "GRANT" when
mar ki ng the application. See 82033.10(b)(4)(iii) and (iv) of
this Instruction for disposition of these case fol ders.
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(iii) For applicants not indebted to Rural Devel opnent
(individual or association), file "loan only" applications in a
REJECTED, W THDRAWN, CANCELED, or EXPIRED series A-Z file.

File "grant only" or "conbination |oan and grant” applications
in a separate A-Z file series. Dispose of these applications
as follows:

(A) Destroy individual "loan only" applications 2 FYs
and 1 nonth after the end of the FY in which the
application was rejected, w thdrawn, cancel ed, or expired,;
or 1 FY after the end of the FY in which final action was
taken on an application involving an appeal,
investigation, or litigation, whichever is later.

(B) Destroy individual "grant only," and "conbi nation
loan and grant"” applications 3 FYs after the end of the FY
in which the application was rejected, w thdrawn,

cancel ed, or expired; or 1 FY after the end of the FY in

whi ch final action was taken on an investigation or
litigation, whichever is later.

(© Destroy association "loan only,"” "grant only," and
"conbi nation | oan and grant” applications as prescribed

for "individual" applications in paragraphs (a)(2)(iii)(A)
and (B) of this section, EXCEPT when the same association
makes nore than one application. 1In this event, retain
actual applications until 2 FYs and 1 nonth after the end
of the FY in which the |ast application was rejected.

(b) GConditional commtment applications . Docunents accunulated in
accordance with RD Instruction 1944-A will be segregated into two
categories and naintai ned as fol |l ows:

(1) WNaster file. Establish a four-position folder under the
name and address of the commtnent applicant. This folder
will contain the records and information required by RD
Instruction 1944-A, 81944.45. A separate fol der may be

establ i shed for each project. Records in these folders may be
destroyed 2 FYs after the FY in which final action has been
taken on all conditional conmtments covered by the

appl i cation.
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(2) Individual dwelling folder . Establish an eight-position
fol der for each dwelling covered by the commtnent application
Label this folder with the nane of the comm tment applicant and
the address or block and | ot nunber of the specific dwelling.
This folder will contain the required information supplied by
the comm trent applicant. Wen a qualified applicant applies
for a loan to purchase a honme on which a conditional comm tnent
has been issued, this fol der beconmes the applicant's borrower
case folder with the | abel changed accordingly.

(3) Return of documents . If the commtnent applicant's
application is withdrawmn or rejected; or the conditiona
commtnent for any dwelling is not issued, is canceled, or
expires; return the plans, specifications, and rel ated
material s concerning the dwelling and/or property to the
commtnent applicant. Any remaining naterial wll be kept in
the comm trent applicant's naster fol der

(c) Loan docket folder . For loans that need to be submtted to the
State Ofice for approval, fasten all forns and ot her docurments in the
desi gnated positions in accordance with Exhibit A of this Instruction
EXCEPT docunents to be signed by the | oan approving official and of
docunents to be submtted to the Finance Ofice. The original and
copy(ies) of docurments to be signed in the State Ofice will be kept
together in order for the name and title of the approving official to be
typed thereon.

82033.8 Mai ntenance of active borrower case fol ders

(a) Arrangenent of materials within folders . Records are arranged
within borrower case folders by using the "position filing" method, as
prescribed in Exhibit A of this Instruction, for the eight different
categories of itens or transactions. Fasten material filed in case
folders to the prescribed filing position using netal fasteners.

(1) Use a "Table of Contents" or "Processing Checklist" as
prescribed in Exhibit B of this Instruction in each "associ ati on-
type" loan fol der showing the | ocation of each document. D vider
sheets (blank paper, with or w thout tabs) may be used within a
filing position to separate specific types of records, or within a
case folder to separate records accumul ated for different borrowers.
Wien divider sheets are used to differentiate between borrowers, a
brief statement of the former borrower's account status should be
entered on the divider sheet.
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(2) File all docunents in the designated position EXCEPT when the
vol ume, size, or unique subject natter requires separation for
better mai ntenance purposes. In these circunstances, place a

di vider sheet in the position where the material would nornally be
filed and identify the continuation fol der, envel ope jacket, mailing
tube, or other area where the material is located. Listed below, in
paragraphs (i) through (viii) of this paragraph, are exanpl es of
files which may be maintai ned separately:

(i) Appeal hearing file : Containing tape recordings, hearing
notes, transcripts, and associ ated appeal hearing infornmation.

(ii) Appraisal file: Including plat maps, plans, photographs,
bound reports, or simlar material

(iii) Bond docurment files : Wen Bond Counsel is used, as
prescribed in RD Instruction 1942-A, 81942.19, bond transcri pt
docunents will be kept intact as received fromBond Counsel.
Correspondence to and from Bond Counsel will also be placed in
this file.

(iv) Construction and engineering file : Containing plans
speci fications, copies of contracts, engineering draw ngs, and
simlar construction information

(v) Feasibility studies : Containing reports, statistica
data, narket studies, brochures, bound documents, and simlar

i nformation.

(vi) Litigation files: For cases involving litigation, such

as bankruptcy or other |egal action which generate |arge
vol umes of evidentiary type materi al

(vii) Rghts-of-way files : Wien volume warrants, contain
materi al establishing evidence or rights-of-way. Docunents,
except Forms RD 442-21, " Right-of-\Way Certificate," and

RD 442-22, "inion of Counsel Relative to R ghts-of-Way," may
be returned to the borrower when all necessary permts have
been obtai ned and recorded.

(viii) Milti-Famly Housing files : Because of the vol une
associated with these files, separate eight-position folders
wi Il be established as follows and di sposition conducted as

shown bel ow, in paragraphs (A) through (D) of this paragraph
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(A

Cont ai ning preapplication,
assunpti on docunents;
reanortizati on docunents;

docunent s;

PGSl TI ON " 1"

PGSl TI ON " 2"

PGSl TI ON " 3"

PGSl TI ON " 4"

PGSl TI ON " 5"
PGSl TI ON " 6"
PGSl TI ON " 7"
PGSl TI ON

ngn

RETAI N UNTI L
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Loan File:

appl i cation, and cl osi ng
consol i dati on docunents;
prepaynent docunents, etc

Processi ng checklists;
fi nanci ng statenents;

security agreenents;
i en searches.

Loan obligations docunents; copies

of prom ssory notes, assunption agreenents,
and reanortization requests and agreenents;
interest credit and rental assistance
requests and agreenents; supervi sed bank
accounts for other than construction; check
requests and evi dence of check receipts;
consol i dati on forms.

Preapplication and application information;
initial operating budget, utility

al | onance, managenent pl an/ agreenent;
runni ng records up to the operationa

stage; District Director recomrendati on
letter and State Ofice response;
prepaynent requests and supporting
docunent at i on

- Correspondence up to the date when the
project is operational

- Organi zational documents and regul ati ons;
options; real estate instrunent; |oan
agreenents; title information; nortgage
title insurance; closing instructions and
ot her cl osing records.

- Construction information prior to start of
constructi on.

- Property insurance; position fidelity
bonds.

site

Appraisal with all
i nfornation.

attachnents;

ACCOUNT |'S SATI SFI ED.
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(B) GConstruction File:

Cont ai ni ng pl ans, specifications, bid docunents, copies of
contracts, partial pay estinates, supervised bank account
information, cost information, cost certification, and
simlar construction infornation

Mont hly construction inspections. RETAIN 3 YEARS AFTER
FI NAL | NSPECTI ON AND THEN DESTROY. THE FI NAL | NSPECTI ON
WLL BE RETAI NED UNTIL THE ACCOUNT | S SATI SFI ED

Prelimnary plans and specifications. Return to borrower
when final plans and specifications are approved.

Final plans and "as built" plans and specifications.
RETAIN 10 YEARS AFTER THE EXPl RATI ON OF BU LDERS WARRANTY.

Partial pay estimates. RETAIN 3 YEARS AFTER COST
CERTI FI CATI ON | S ACCEPTED AND THEN DESTROY.

PCSI TION "1" - Interimlender letter; Deposit Agreenent
and supervi sed bank account records.

PCSI TION "2" - Partial pay estinates and pay requests;
construction inspections; cost
certification.

PCSI TION "3" - Change orders and runni ng records.

PCSI TION "4" - Preconstruction conference report;
construction contract; correspondence.

PCSI TIONS "5-8" - As needed for bid docunments and
continuation of material in Positions "1"
t hrough "4."

Material nmay be noved to position "6" of the "Loan File"

when construction is 100 percent conplete if naterial is

not too bul ky.

EXCEPT AS NOTED, RETAIN UNTIL AGCCOUNT | S SATI SFI ED.
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(© CQurrent Servicing File :

Cont ai ni ng copy of loan agreenent and affirmative fair
housi ng narketing plan; supervisory visit reports,
conpliance reviews, and site visits; budgets and utility
al | onances; annual reports, audits, and annual anal yses;
current managenent plan and nanagenent agreement; notice
of evictions; correspondence and runni ng records; problem
case reports and correspondi ng correspondence.

Form RD 1930-7, "Multiple Fam |y Housing Project Budget."
RETAIN A 3- YEAR H STORY OF APPROVED BUDGETS.

Exhibit A-6 of RD Instruction 1944-E and supporti ng
docurrent ati on. RETAIN A 3- YEAR H STORY OF APPROVED
UTI LI TY ALLOMNNCES

Notice of evictions. RETAIN 3 YEARS AFTER TENANT VACATES
AND THEN DESTROY.

Supervisory visit reports, site visits, and conpliance
reviews. RETAIN LAST THREE SUPERVI SORY VI SI T REPORTS
SITEVSITS, AND COVPLI ANCE REVI BWS

Annual reports, audits, and annual analysis. RETAIN LAST
THREE ANNUAL REPORTS, AUDI TS, AND ANNUAL ANALYSIS. RETAIN
CURRENT AND PREVI QUS ENERGY AUDI T.

Note: [If an account is a problemcase or an investigation
or audit is in process, do not destroy naterial unti
problemis resolved or the investigation/audit is closed.

PCSI TION "1" - Copy of loan agreenent; affirmative fair
housi ng narketing pl an; managenent pl an;
managenent agreenent; financial statenent;
security agreenent; project and pet rul es.

PCSI TION "2" - If desired, a copy of pronissory notes
assunption agreenents; interest credit
agreenents; rental assistance agreenents;
reanortization agreenents; consolidation
forns; conversion to Pre-Anortization
Schedul e System (PASS) forns.
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PCSI TION "3" - Runni ng records.

PCSI TI ON "4" - Correspondence.

PCSI TION "5" - Annual reports; audits; year-end reports;
energy audits; 2 percent (peration and
Mai nt enance (Q&\) return docunentati on;
budget; utility allowance; rent change

docunent ati on.

PCSI TI ON "6" - Supervisory visit reports; conpliance
reviews; site visit reports.

PCSI TION "7" - If desired, a copy of insurance policies.

PCsl TI ON " 8" Pr obl em case i nformati on.

Material fromthe servicing file may be noved to a
continuation folder until eligible for disposition when no
| onger applicable to current operations.

EXCEPT AS NOTED, RETAIN UNTIL ACCOUNT | S SATI SFI ED.

(D) Mnthly Report File :

Contai ning the Monthly Reports, Tenant Certifications,
Proj ect Wrksheets, and correspondence dealing with the
nmont hly reports.

Form RD 1944-8, "Tenant Certification." RETAIN TENANT
CERTI FI CATI ON UNTI L 3 YEARS OLD AND THEN DESTROY.

Form RD 1944-9A, "Multiple Fam |y Housing Statement of
Payrment Due." RETAIN I N BATCH FORM AND DESTROY AFTER 30
DAYS | F NO APPEALS OR WAl VER OF LATE FEES.

Form RD 1944-29, "Project Wrksheet for Interest redit
and Rental Assistance.” RETAIN A 3-YEAR H STCRY CF
PRQIECT WORKSHEETS.

MPA Screens: RETAIN UNTIL THE PAYMENT HAS BEEN PROCESSED

AND |'S | NCLUDED | N AUTOVATED MULTI - FAM LY AGCOUNTI NG
SYSTEM (AVAS) H STCRY AND THEN DESTROY.
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PCSI TION "1" - Project worksheets and MA screens.
(Optional; may be batch retained until
di sposition.)

PCSI TION "2" - Tracking |ogs.
PCSI TION "3" - Runni ng record.

PGSl TI ON "4" - Correspondence concerni ng proj ect
wor ksheet s; paynents; and tenant
certifications.

PCSI TION "5" - Monthly Reports; letter waiving nonthly
reports; letter reinstating nmonthly
reports.

PCSI TION "6" - Expired Tenant Certifications. (Qptional
may be kept in binders for each project
until disposition.)

PCSITION "7" - Master tenant |ist.

PCSI TION "8" - Qurrent Tenant Certifications. (Qptional
may be kept in binders for each project
until disposition.)

EXCEPT AS NOTED, RETAIN UNTIL ACCOUNT | S SATI SFI ED.

(b) Maintenance of borrower case folders requiring "special handling

(1) Appeal cases. For borrowers who have nade an appeal, nmark the
face of the case folder "APPEALED (date)." Destroy these folders 1
FY after the end of the FY in which the final action was taken on
the appeal (provided the 25-nonth retention for rejected or

wi t hdrawn application has been net) or destroy 1 FY after the case
folder is considered cl osed, whichever is |ater
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(2) Assunption transaction . In assunption transactions, establish
a new folder for the "transferee" and place a Form RD 2033-1 under
the "transferor's"” name in the "active" case folder series. Any
needed | oan servicing or |egal documents, such as security
instruments, title opinions, copies of notes, affidavits of borrower
and seller, latest appraisal, etc., in the "transferor's" fol der

will be refiled in the "transferee's” folder. Insert divider sheets
where necessary. Any remaining naterial in the transferor's file
wi Il be considered "cl osed" provided all Rural Devel opnent | oan

i ndebt edness has been sati sfi ed.

(3) Asset sales. Label case folders for borrowers involved in the
Asset Sale " FY Asset Sale" and renove themto a separate
location fromthe active files. These files, even though consi dered
"closed” will not be destroyed for a period of 2 FYs fromthe FY in
whi ch the borrower's | oan(s) was sold or subsequently assigned
during a loan substitution. After the borrower's case folders are
retained for a period of 2 FYs, the case folders are consi dered
closed and, as they will have already net the retention period for
"cl osed" borrower files are noweligible for disposition. If a
borrower case file is returned to Rural Devel oprment during the
2-year retention period, the case file will be renoved fromthe
Asset Sale location and returned to "active" file status.

(4) Collection-only or judgenment . In the event transferors of
title by voluntary conveyance, assunption, or through forecl osure
action are reclassified to collection-only or judgenent, a new case
folder for the transferor will be established for the fina
collection and/or settlenment of indebtedness. nly the essentia
account servicing material and pertinent correspondence will be
transferred fromprevious folder(s). A cross-reference to the
transferee will be inserted in Position "3" of this new fol der

(5 Litigation, clains, and information requests . Case folder(s)
for borrowers who are or nmay be involved in | egal action, enployee's
fiscal liability action, Tort O ains, Freedomof Information or

Privacy Act requests, will be narked "DO NOT DESTROY" on the face of
the folder(s) at the time of notification by the State Director or
National Office. These records will be retained until notification
is received fromthe State Director or National (fice to renove the
"DO NOT DESTROY" | egend.
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(6) Loss to the Governnent

(i) A borrower case file in which a financial |loss to the
Covernnent occurred, will be screened at the tinme the case is
closed, to deternine if the |l oss can be used as a basis for the
denial of future credit. The following criteria will be used
when screening the borrower case file and will be applied to
all prograns.

(A If the borrower acted in bad faith by not foll ow ng
agreenents, approved financial plans, naking unauthorized
capital expenditures, and failure to carry out supervisory
and/ or financial nanagenent practices agreed to in
witing.

(B) If there has been an O'fice of the Inspector CGenera
(OQ investigation or audit or an O3C opi ni on that
clearly demonstrates the Agency experienced a | oss due to
m srepresentation, fraud, conversion, or crimna
activities and it has been determned that the loss wll
not be recovered.

(© Poor financial and/or production managenent.
(D) Poor credit history.

(ii) If documents in the case file nmeet any of the criteria in
paragraph (b)(6)( i) of this section, the file will be retained
for a period of 7 FYs. Those cases that have resulted in a
loss to the CGovernnment but do not neet the criteria in
paragraph (b)(6)( i) of this section, will be retained for a 3
FYs period and then destroyed.

(A) Records to be retained specifically for Single Famly
Housi ng (SFH) | oan prograns incl ude:

(1) Copy of the nost recent appraisal.
(2) Copy of the QGor audit report, if applicable.

(3) Docurentation reflecting full anmount of the | oan;
i.e., Promissory Note or Form RD 1940-1, "Request for
ol igation of Funds.™"
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(B)

(4) FormRD 1956-1, "Application for Settlenent of
I ndebt edness, " if applicable.

(5) Printed copy of the Account Information (Al) screen
as of the date of settlement, conveyance to Rural
Devel oprment, or forecl osure.

(6) Running case record docurentation reflecting problem
| oan servicing and whether or not the | oss was due to
reasons beyond the borrower's control (such as econom c
condi tions).

Records to be retained specifically for the B&

guaranteed and direct |oan prograns include:

(1) Any final bankruptcy opinions and/or foreclosure
docunent s.

(2) Any OGC opinions pertinent to the situation.

(3) Any security agreerents, Uniform Conmercial Code

(ucO filings.

(4) Corporate financial statements for the last 3 years.
(5 GCedit reports.

(6) FormRD 449-1, "Application for Loan and Quarantee."
(7) FormRD 449-2, "Staterment of Collateral," at

i nception of loan and a "Statement Regarding the
Collateral™ to be |iquidated.

(8) FormRD 449-4, "Staterment of Personal Hstory."

(9) FormRD 449-29, "Project Summary -- Business and
In

)
dustrial Loan Division."
(10) Form RD 449-34, "Loan Note Cuarantee."

(11) FormRD 449-39, "Field Visit Review (Business and
I ndustrial Loans)."
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(12) Form RD 1944-33 or RD 1944-34, “Loan Agreenent.”

(13) FormRD 1980-59, "Quarterly Delinquent/Probl em Loan
Report," for the last year of operation.

(14) Front page of appraisal reports at |oan inception
and at the tine of |iquidation.

(15) Lender's payment | edgers.

(16) Personal financial statements of guarantors for the
| ast 3 years.

(© Records to be retained specifically for the Community
Prograns (CP) guaranteed and direct |oan prograns include:

(1) Any OGC opinions pertinent to the situation.

(2) Copies of Quide 22 of RD Instruction 1942-A or other
witten evidence signed by the borrower which reflects
fail ed agreenents.

(3) Copy of bond transcript or ordinance.

(4) Correspondence reflecting probl eml|oan servicing by
Agency.

(5) Docunentation on appeals.

(6) Final loss settlenent checklist.

(7) Final report of |oss.

(8) Form RD 1942-43, "Project Summary Comunity
Facilities (Gher Than Wility-Type Projects)," or

RD 1942-45, "Project Summary - Water and Waste Di sposal
and Gher Wility Type Projects.”

(9) FormRD 1956-1.

(10) Gant agreenent.

(11) Lender's |oan agreenent.
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(12) AGinvestigation or audit that clearly
denonstrates nmisrepresentation, fraud, or crimnal
activities.

(13) Probl e delinquent servicing reports for the |ast
year of operation.

(14) Running record reflecting problemloan servicing by
Agency.

(15) Specinen bond.

(16) Unauthorized assistance determnations with rel ated
docunent ati on.

(iii) Quaranteed loan losses at this tinme are not significant
in most County Offices, therefore, the entire guaranteed file
shoul d be maintained for either 3 or 7 years.

(7) MH prepaynent reports . The loan files for prepaid | oans will
be considered "cl osed® and will be destroyed as noted in 82033.10 of
this Instruction. However, a file with the borrower's nanme, case
nunber, project nunber, and the notation "PREPAID LOAN' will be kept
through the expiration of the restricted use period and will contain
the follow ng: prepayment request, prepayment report and supporting
docunent ation, release of nortgage with the prepaynent restrictions,
if applicable, and any other docunentation in reference to the
prepaynment and any subsequent actions.

(8) Property acquisition . Wen property is taken into

Covernnent inventory, the fornmer borrower's case fol der(s)

should be identified to reflect the acquisition action. The case
folder(s) may be continued in the "active" case fol der series or
relocated to a separate series for future processing and servicing
activities as specified in RD Instruction 1955-B. |If the case
folders are relocated, a "cross-reference"” should be naintained in
the "active" file series under the forner borrower's nanme. Acquired
property case folders will be considered "closed" as prescribed in
§2033.10(a)(3) of this Instruction

(i) |If acquired real estate is |eased while in Governmnent
inventory, file the records on the | essee in the forner
borrower's initial case folder. |Insert divider sheets where
required. Enter the lessee's nane in pencil on the fol der

| abel and establish Form RD 2033-1 under the | essee's nanme in
the "active" case fol der series.
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(ii) If acquired real estate is sold for cash, rel abel the
former borrower's case folder(s) with the name of the
purchaser. Miintain the folder(s) in the "active" borrower
series, under the purchaser's nanme, until the redenption
period, if applicable, has expired.

(iii) If acquired real estate is sold on credit basis,
establish a new folder for the purchaser. Material in
Positions "6" and "8," and any other needed records in the
former borrower's case folder(s), will be refiled in the
purchaser's folder. Until final payment is made, maintain Form
RD 2033-1 under the former borrower's nane in the "active" case
fol der series.

(iv) If acquired real estate is sold as individual parcels,
the former borrower's case folder(s) and the parcel purchaser's
records will be maintained in a manner best serving the needs
of the office.

§ 2033.9 Renoval of nmaterial from"active" borrower case folders (individua
and associ ation) .

Oficial record material should not b e renoved froman "active" borrower
case folder and destroyed until the entire case folder is considered "cl osed"
and becones eligible for disposition, except as provided in Exhibit A and
8§2033.8(a)(2)(viii) of this Instruction. The increasing nunber of appeals,
clains, audits, investigations, |legal actions, and public information requests
requi res mai ntenance of all informati on concerning a borrower's account(s).
Through the proper use of "continuation folders"” and by rel ocating such
folders to the less active file space or other storage facilities, offices
shoul d be able to maintain and nmanage official record accunulations with a
m ni rum of problens. O fices incurring records mai ntenance or storage
probl ens shoul d contact the CAP/ AO for gui dance and assi stance. Storage
probl ens whi ch cannot be resolved by field offices will be referred to the
National Ofice, Records Unit. Al "active" borrower case fol ders should be
reviewed at | east once every 5 years. During this review, renove and destroy
extra or duplicate copies of forns. Interimconstruction draw ngs,
specifications, and simlar type materials should be returned to the borrower.
Al'so, during this review, relocate any "inactive" record material to
"continuation folders.” Upon conpletion of the review of a borrower's case
folder(s), enter the FY in which the review was conducted, in pencil, on the
folder |abel followi ng the | ast 5-year review
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§ 2033.10

(a)

d osed borrower case folders

Determ ni ng "cl osed"” borrower case fol ders

(1) Wien a borrower (active, collection-only, debt settlenent, or
judgerent) is reclassified "paid up" by paynent-in-full, paynment of
approved settl enment amount, or "otherw se satisfied," as prescribed
in RD Instruction 404.1, and no longer has an obligation to or
unresol ved | egal action pending with Rural Devel opnent, the one or
nore case fol ders are considered "cl osed. "

(2) Quaranteed loans will be considered "closed" when the

requi renents of any "guarantee" docunment have been term nated and
all obligations due Rural Devel opment or the | ender have been paid
infull or otherw se satisfied.

(3) In acquired property cases, the forner borrower's case
folder(s) will not be considered "closed" until the redenption
period, if any, has expired.

(4) Gant-only or conbination | oan and grant case fol ders.

(i) Section 504 Rural Housing grant-only or conbination | oan
and grant case folders are considered "closed" 3 FYs after the
end of the FY in which the Section 504 Repayment Agreement is
signed, or when the loan is satisfied, whichever is later

(ii) FarmLabor Housing grant-only or conbination | oan and
grant case folders are considered "cl osed" 50 years after the
year in which the grant is nmade. However, if there is a
default under the obligations of the Labor Housi ng grant
agreenent and the grant agreenent is termnated by the
Covernnent, the case folder will be considered "cl osed" only
when the Government's requirenments are satisfied.

(iii) Industrial Devel opment, Community Facilities, and Water
and Waste D sposal Devel opnent grant-only or conbination | oan
and grant case folders are considered "closed" OVLY when all of
the grantee's grant obligations, as shown in any grant
agreenent, have been satisfied, subordinated, rel eased, or
term nated, provided the | oan has been paid in full or

ot herwi se sati sfi ed. For Community Facilities grants used to
acquire or inprove real property or purchase equi pnent, the
record retention period is based on the useful life of the

property or equi pment, or until the property or equipnent is
repl aced, sold, transferred, or is of little or no value, as
required by 7 CFR 3015, 3016, or 3019 in effect at the time and
whi ch may be subsequently nodified.

(Revised 07-19-99, SPECIAL PN)
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§2033.10(a) (4) (Con.)

(iv) Self-Help Technical Assistance and Conprehensive Areawi de
Wt er and Sewer Planning grants are considered "closed" at the
end of 5 years after all funds have been properly accounted

for, conditions of the grant agreenent have been net, and the
plan is serving the purpose for which it was devel oped.
Docunentation in the case folder nust indicate that these
condi ti ons have been net.

(v) Technical Assistance and Training grants are consi dered
"closed" 3 FYs after the end of the FY in which the project is
conpl eted, as shown in any grant agreenent.

(vi) Section 533 Housing Preservation grants are consi dered
"closed" either 3 FYs after the expiration of the grant
agreenent for assistance to honeowners or 3 FYs after the
expiration of the owner agreenent for assistance to rental
properties or co-ops.

(b) Maintenance and di sposition of "closed" borrower case fol ders

(1) Labeling. GConcurrent with determning a borrower's case fol der
to be "closed,” label the folder with the | egend "CLCSED CASE 19 "
with the FY entered in the blank space. Additional information wll
be entered on the |abel of "closed" |oan cases which have resulted
in aloss to the Government and cases renai ni ng subject to
conpl i ance revi ew.

(i) For "closed" loan case fol ders which have resulted in a
loss to the Governnent, add "LOSS TO GOVERNMENT." (See
paragraph (b)(4)(ii) of this section for disposition

i nformation.)

(ii) For recipients of devel opnent grants for water and waste
di sposal (no | oan invol ved) which remain subject to conpliance

review after the closing, add "SUBJECT TO COVPLI ANCE REVI EW on
the | abel of the case fol der
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§2033. 10(b) (Con.)

(2) Return of documents . Wen an account is "closed," check the
case folder(s) for legal docunents (deeds, |eases, title, opinions,
abstracts, insurance policies, waterstock or grazing certificates)
or soil maps and plans prepared by the National Resources
Conservation Service (NRCS), and final or "as built" plans and
specifications. These naterials should be returned to the borrower
as they will have served their purpose in Rural Devel opment account
servicing. Wen returning documents use Form RD 140-4, "Transm ttal
of Docunents,” or other witten means for establishing a record of
their return.

(3) Filing "Aosed" case folders . "dosed" case folders for which
destruction is authorized in paragraph (b)(4) of this section should
be arranged by nanme in one or nore series according to office needs,
but kept separate from "active" borrower case fol ders.

(4) Disposition.

(i) Destroy "closed" case folders with the | egend "CLCSED
CASE 19 ," 1 FY after the end of the FY in which cl osed.

(ii) Destroy loan case folders (neeting criteria in
8§2033.8(b)(6)( i) of this Instruction) |abeled "LOSS TO
GOVERNMENT, " 7 FYs after the end of the FY in which closed.
Destroy other "Loss to the Covernnent” folders 3 FYs after the
FY in which cl osed.

(iii) Destroy “closed” case fol ders marked "APPLI CATI ON
REJECTED CR WTHDRAWN, " 25 nonths after the application was
rejected or withdrawn, or 1 FY after the case folder is

consi dered "cl osed,” whichever is later.

(iv) Destroy "closed" case fol ders marked "GRANT APPLI CATI ON
REJECTED," 3 FYs after the end of the FY in which the grant-
only or conbination | oan and grant application was rejected, or
1 FY after the end of the FY in which the case folder is

consi dered "cl osed,” whichever is later.

(v) Destroy "closed" case folders marked "APPEALED' 1 FY after
the end of the FY in which the final action was taken on the
appeal (provided the 25-nmonth retention period for a rejected
or wi thdrawn application has been net), or 1 FY after the case
folder is considered "cl osed," whichever is later.
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(vi) Retain "closed" case folders for grants, subject to civi
rights' conpliance review, until conpliance reviews are no

| onger required as prescribed in RD Instruction 1901-E. To
prevent the inadvertent destruction of these folders during the
review period, maintain themas a separate, clearly identified

group.

(vii) Retain "closed" case folders marked "DO NOT DESTROY"
until perm ssion to destroy is received fromthe State Director
or National Ofice.

(5) Destruction and Sal vage . Wen destroying official borrower
case folders, offices may use any nethod which will ensure conplete
obliteration of confidential record information. Reusable folders
shoul d be sal vaged for future use.

8§2033.11 Section 504 housi ng assi stance borrowers

The total anount outstanding of Section 504 |oan will not exceed $20, 000.
The total amount of a Section 504 grant to any individual recipient wll not
exceed $7,500, including any prior Section 504 grant assistance. Conbination
| oan and grant assistance will not exceed $27, 500.

(a) Section 504 borrower list . Alist of borrowers, arranged by
county, who have received Section 504 assistance will be retained in the
operational file folder 1944 - "Section 504 Loans and/or G ant Borrower
List." This list will include the followi ng information recorded at the
tine a Section 504 |oan and/or grant is made.

(1) Borrower or grantee(s) nane, address, and case nunber

(2) Nane of co-owner/grantee(s), if any.

(3) Amunt of the |oan and/or grant.

(4) Date loan and/or grant was nade.
(b) Maintenance and disposition . Section 504 housing assi stance case
folders will be maintained, closed, and di sposed of in accordance with
§82033. 8 and 2033.10 of this Instruction. The maintenance of the

borrower list will permt destruction of closed Section 504 assistance
case folders as prescribed in §2033.10(b)(4) of this Instruction
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8§2033.12 Destroying official record material

Al materials eligible for destruction MIJST be pronptly destroyed. The
foll owi ng destruction nmethods may be used.

(a) Destroy file naterial as trash. This may be done by the office or
by services availabl e through public refuse disposal facilities.

(b) Sell or donate as waste paper.
(c) Donate to nonprofit groups collecting waste paper for recycling
pur poses, providing no storage, transportation or other costs, or the

possi bl e di scl osure of confidential infornmation, is involved.

8§2033.13 Authority for disposition of Rural Devel opnent records

No official records nay be destroy ed w thout approval by the NARA
Ceneral Services Admnistration, and the General Accounting Ofice.

§82033. 14 - 2033.50 [Reserved]

Attachnents: EBExhibits A, B, and C

(0100}
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PGSl TI ON FI LI NG - ACTI VE BORRONER CASE FOLDER RECCRDS

l. Records are arranged within borrower case folders by using only one
filing position for all transactions or itens which are logically a part of
eight different classes. This Exhibit designates the specific filing
positions for each of these classes and lists their respective documents.
Cenerally, record materials will be placed in date order with the nost recent
date on top, except for those rel ated docunents which an office may prefer to
mai ntai n toget her for conveni ence of reference. For exanple, documents
relating to an el ection process which may span several weeks shoul d be

mai nt ai ned toget her as though they were one item wthout intermngling with
ot her itens.

[1. The INNTIAL ("1 of __ ") borrower case folder should contain only those
records essential to neet the supervisor's needs for routine office and out-
of-office servicing. This requires a nutual determ nation concerning the
docunent s needed by the office supervisor and office file personnel. Periodic
review of the INTIAL folder will aid the tinmely retirement of infrequently
used records to a continuation folder.

[11. Wen acceptable to the Ofice of the General Counsel, conforned or
certified copies of docurments such as Certificate of Incorporation, Articles
of Incorporation, and by-laws may be filed in the | oan docket in lieu of the
original docurments. Oiginal docunents will be returned to the borrower at
the time of |oan closing or as soon as possible thereafter in order to avoid
liability for them Pending delivery of such docunents to the borrower, they
may be kept in the place and manner best serving the needs of the office
super vi sor.
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CLASSI FI CATI ON OF RECORDS FOR EACH FI LE PGsI TI ON

PCSI TION "1" - CHATTEL SECURI TY RECORDS, OPERATI ONAL REPORTS, ASSOC ATl ON
ANALYSI S, PROCESSI NG CHECKLI STS, PRQIECT SUMVARI ES, SPREAD
SHEETS, AND AUDI TS

PGSl TI ON "2" - LOAN AND GRANT ADVANCES AND REPAYMENTS, AND OTHER FI NANCI AL
RECCRDS

PGSl TI ON " 3" - APPLI CATI ON, ECONOM C JUSTI FI CATI O\, PLANNI NG BUDCET, RUNNI NG
RECCRDS AND FARVER PROGRAM ANALYSES RECCRDS

For individual borrowers this position will contain
APPLI CATI ON AND FARM PLANNI NG RECCORDS.

For association or organi zati on borrowers this position will
contai n APPLI CATI ON, ECONOM C JUSTI FI CATI QN, OPERATI NG PLANS
ENVI RONMENTAL | MPACT, PRI VACY ACT, RUNNI NG RECORDS, NMANAGEMENT
AGREEMENTS, AND BUDGET RECORDS.

PGSl TI ON "4" - CORRESPONDENCE

Unl ess provided for in one of the other positions, al
CORRESPONDENCE wi | I be maintained in this position, except
correspondence to and from Bond Counsel

PGSl TI ON "5" - REAL ESTATE RECCRDS, CRGANI ZATI ONAL DOCUMENTS AND REGULATI ONS

For individual borrowers this position will contain REAL
ESTATE RECCORDS ( EXCLUDI NG APPRAI SALS)

For association or organi zati on borrowers this position wll
contai n REAL ESTATE | NSTRUMENTS, ORGAN ZATI CNAL DOCUMENTS AND
REGULATI ONS such as property options, evidence of acquired
property or property rights; property title opinions, evidence
of bonds, stock and/or menbership certificates pledged as
security to the Government; |egal and regul atory evidence of
the organi zati on to conduct business; issuance of public bonds,
stock and/ or nenbership certificates; evidence of officers and
menber shi p, including neetings, resolutions, meetings waived,
proxy voting and | egal agreenment and architectural agreenent;
evi dence of the rel ease and disposition of pledged security;
and Regional Attorney's closing instructions and other closing
records.



PGSl TI ON " 6"

PGSl TI ON " 7"

PGSl TI ON " 8"

(08-07- 91)
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Exhibit A

Page 3

(Revi sion 1)

- CONSTRUCTI QN, DEVELCPMENT AND FAC LI TI ES
MAI NTENANCE

This position contains construction, devel oprent, and
facilities mai ntenance records such as evidence of technica

and engi neering feasibility studies; working draw ngs,

speci fications, bids, and contracts; devel opment and inspection
reports, and rel ease of contractors; and evi dence of

mai nt enance and repair of physical facilities.

- PROPERTY AND MORTGAGE Tl TLE | NSURANCE, PROPERTY
TAX RECORDS, AND PGSl TI ON FI DELI TY SCHEDULE BONDS

- COWPLETE APPRAI SAL WTH ALL ATTACHMENTS AND
JUSTI FI CATI ON AND FEASI BI LI TY RECCORDS
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Exhibit A
Page 4
(Revision 1)
ACTI VE BCRRONER FORVB GU DE
For m Nunber Title of Form Posi ti on
140- 4 Transmttal of Documents ( Unreceipted Copy) 4
400-1 Equal Qpportunity Agreement (Destroy 5 years 6
after Builder's Warranty expires
400- 3 Notice to Contractors and Applicants (Destroy 5 6
years after Builder's Warranty expires)
400- 4 Assur ance Agreenent 3
400- 6 Conpl i ance Statenent (Destroy 5 years after 6
Bui l der's VWarranty expires)
400-7 Conpl i ance Review for Recreational Loans to 5
Associ ati ons (FHA Borrowers)
400- 8 Conpl i ance Revi ew (Nondi scrimnati on by Recipients 5
of Financi al Assistance through Farnmers Home
Adm ni stration)
402-1 Deposit Agreemnent 2
402-2 Statenent of Deposits and Wthdrawals (Maintain in 2
bi nders. Destroy 5 years after Builder's W rranty
expires.)
402-5 Deposit Agreement (Non FmHA Funds) (obsol ete) 2
402-6 Term nation of Interest in Supervised Bank Account 2
403-1 Debt Adj ust ment Agreenent 2
404-1 Case Recl assification 2
405- Al Qperating Type Loans Maturity Schedul e (cont.) 2
410-1 Application for FmHA Services 3
410-4 Application for Rural Housing Assistance 3
(Nonfarm Tract) Uni form Residential Loan
Application
410-7 Notification to Applicant on Use of Fi nancial 3

Information fromFinancial Institution
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Exhibit A
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(Revi sion 1)
FormNuber  Title of Form Posi ti on
s0-8 Applicant Reference Letter (A Request for | 3
Credit Reference)
410-9 Statenent Required by the Privacy Act 3
410- 10 Privacy Act Statenment to References 3
424-4 Request for Conpensation for Construction 8
Def ect s
426-2 Property Insurance Mrtgage d ause (Wt hout 7
Contri buti on)
426-6 Transmttal of Property Insurance Mortgage 7
d ause
427-8 Agreement with Prior Lienhol der 5
431-1 Long-ti me Farm and Hone Pl an 3
431-2 Farm and Horre Pl an 3
431-4 Busi ness Analysis - Nonagricultural Enterprise 3
432-10 Busi ness and Fam |y Record Book 3
440-2 County Committee Certification or Reconmendati on 3
440-4 Security Agreenent (Chattels and C ops) 1
440- 4AS Crops and Chattel Mrtgage For America Sanoa 1
440- 4AND Security Agreenent (Chattel Prope rty and Fi xtures) 1
440- 4LA Chattel Mrtgage and Crop Pl edge (Loui siana) 1
440- 4ALA Crop Pl edge (Louisiana) 1

(Continued on Page 7)
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440-12

440- 13
440- 15

440- 15
(State)

440- 16- CA

440-21

440- 22
440- 24
440- 25
440- 25
440- 25A
440- A25
440- 26
440- 29
440- 32
440- 34

(08-07- 91)

Sever ance Agreenent 1
Noti ce of Check Delivery 2
Suppl enent ary Paynen t Agreenent 2

Estimate of Funds Needed for 30-day Period
Comrenci ng
(Destroy when 5 years ol d.)

Acknow edgnent of Paynent for Recording, Lien
Search, and Rel easi ng Fees

Report of Lien Search 1
Security Agreerment (Insured Loan to Individuals)

Chattel Mrtgage or Security Agreenent (Insured
Loans to Individual s)

Prom ssory Note 2

Apprai sal of Chattel Property (Destroy when
5 years ol d)

Prom ssor y Note (Association or O ganization)

Position Fidelity Schedul e Bond Decl arati ons

Fi nanci ng St at errent 1
Fi nancing Statenment (State) 1
Fi nanci ng Statenent (O ops) 1

Fi nanci ng St at ement (Carbon-Interl eaved)
Consent and Subordi nati on Agreenent 1
Sem annual Labor Conpliance Report 6
Request for Statenent of Debts and Col | ateral
ption to Purchase Real Property 5

PN 170
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440- 47

440- 57

440-57A

440- 58

441-5

441-8

441-10

441-12

441-13

441-17

441-18

441-25

442-2

442-3

442-4

442-7

Accept ance of (ption 5

Nondi scrimnation Certificate (Individual
Housi ng)

St at ement of Account 2
Acknowl edgnent of bligated Funds/ Check Request
Suppl enental Installment Information 2
Estinate of Settlenent Costs 5
Subor di nati on Agreeme nt 1

Assi gnment of Proceeds fromthe Sal e of
Product s

Nondi st ur bance Agreenent 1

Agreement for Disposition of Jointly Omed
Property

Di vision of Income and Nondi sturbance Agreenent
Certification of Cbligation to Landl ord

Consent to Paynment of Proceeds from Sal e of
Product s

Assi gnment of Proceeds fromthe Sale of Dairy
Products and Rel ease of Security Interest (Destroy
when new assignment is made to the same farmor when
cancel led by al | parties)

Stat enent of Budget, Inconme and Equity (Destroy
when 5 years ol d)

Bal ance Sheet (Destroy when 5 years ol d)
District Directors' Report (Destroy when 5 years ol d)

perating Budget (Destroy when 5 years ol d)
Except for original subm ssion with application.
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For m Nunber Title of Form Posi ti on
442-10 Apprai sal Report - Vater and Waste D sposal Systens 8
442-12 Fi nanci al Statenment (Destroy when 5 years ol d) 3
(Cbsol ete)
442-17 Menber ship List (G azing Association) (bsolete) 3
442-20 Ri ght - of - WAy Easenent 5
442-21 Ri ght-of -\Way Certificate 5
442- 22 Opi ni on of Counsel Relative to R ghts-of-\Way 5
442- 28 Bond Regi stration Book 2
442-29 Manager's Agreenent (@G azing Associ ation) 5
(Cbsol ete)
442- 30 Wt er Purchase Contract 5
442- 36 Application of Menbership in Gazing Association 3
(Keep supporting correspondence attached to
application) (Qosolete)
442- 37 Managenent Agreenment - G azing Associ ation 3
(Qbsol ete)
442- 42 Project Summary (lrrigation, Drainage, Oher Soil 1
and Water Conservation Measures) (Qbsol ete)
442-50 @ ant Agreement (Public Bodies) for Facilitating 2
Private Business Enterprises in Rural Areas
443-12 Far m Oaner shi p and I ndi vidual Soil and Water 2
Fund Anal ysis ((bsol ete)
443- 16 Assi gnment of Inconme From Real Estate Security 5
444- 16 Noti ce of Loan Approval 3
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444-23

444-24

444-27A

449-1

449-2

449-4

449-11

449-13

449- 14

449-17

449- 20

449-22

449- 23

449- 26

449- 29

449- 30

449- 34

449- 35

449- 36

449- 39

Payment Transmttal to Farnmers Hone Adm nistration

Notification of Final Payment or Transfer of
Account to Farmers Hone Adm nistration

Amendrent to Rental Assistance Agreenent
Application for Loan and Quarant ee
Statenment of Col | ateral

Statenent of Personal H story

Certificate of Acquisition or Construction
Deni al Letter

Condi tional Commitnent for CQuarantee
Contract of Cuarantee

Report of Loss ((bsol ete)

Certification of Non-Rel ocati on and Market and
Capacity Information Report

Quaranteed Loan Eval uation Farner Pr ograns

Certificates of Lender and Loan Appli cant
(Emergency Livestock Loan) (Qosol ete)

Project Sunmmary -- Business and Industrial Loan
Di vi sion

Loan Note Quarantee Report of Loss
Loan Note Cuarantee

Lender' s Agreemnent

Assi gnrment Quar ant ee Agr eenent

Field Visit Review (Business and Industrial
Loans)
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For m Nunber Title of Form Posi tion

450-5 Application to Move Security Property and 1
Verification of Address

450- 6 Notice of Transmttal of Form RD 450-5 4

450-7 Address I nquiry 4

450- 10 Advi ce of Borrower's Change of Address, Nane, 2
Case Nunber, or Loan Nunber

450- 11 Detail Analysis of Charges/Credits to Loans 2
Recei vabl e

450- 12 Bill of Sale (Transfer by Wthdraw ng Menber) 5

450- 13 Request for Assi gnment of Incone from Trust 1
Property

451-1 Acknowl edgenent of Cash Payment 2

451- 1A Acknowl edgnent of Cash Payment (Spanish Version) 2
(Puerto R co)

451-2 Schedul e of Renittances 2

451-3 Rem nder of Paynment to be Made 2

451-5 Notification of Insured Loan Paynent and/or 2
Unpai d Princi pal

451- 5A Notification of Insured Loan Annual Payment and 2
Unpai d Princi pal

451-8 Journal Voucher for Loan Account Adjustments 2

451-10 Request for Statenment of Account 2

451-11 St at ement of Account 2

451-18 Consent and Rel ease of Interest of United States 5
(I'nsured Farm Onaner shi p Loans)

451-19 Statenent Showi ng Distribution of Paynment and 2

Bal ance on | nsurance Contract
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451- 33

451- 36

451- 38

452-2

455-1

455-2

455-3

455-4

455-4

455-5

455-11

455-12

455-17

455-21

455-22

456- 3

460-1

460- 2

460-4

Noti ce and Acknow edgnent of Final Paymnent
Transaction Record 2
Reanorti zati on Request 2
Statenent of Interest Paid During the Year
Statenment of Interest Paid 3
Reanorti zation and/or Deferral Agreemnent
Request for Legal Action 2
Evi dence of Conversion 2

Agreement for Sale by Borrower (Chattels
and/ or Real Estate)

Agreement for Vol untary Liquidation of Chattel
Security

Agreement for Vol untary Liquidation of Chattel
Security (LA

Agreement of Secured Parties to Sa |le of Security
Bill of Sale "B'" (Sale by Private Party)

Bill of Sale "C' (Sale Through Government as
Li qui dati ng Agent)

Report on Deceased Borrower 2
Notice of Acceleration and Denand for Paynent
Information for Litigation 2
Journal Voucher for Wite-Of Judgrent
Partial Release (Chattel Security Only)
Subor di nati on by the Governnent 5

Sati sfaction 5
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460-9

462-3

462-4

462-7

462-10

462-11

462-12

462-12

465-1

465-5

465-6

465-12

471-7

1905-1

1905-4

(08-07- 91)

Assunption Agreement (New Terns) (Cbsol ete)

Notice of Term nation of Security Interest in
Far m Pr oduct s

Assunption Agreement (Sane Terns--HEigible
Tr ansf er ee)

Li st of Farners Home Admi ni strati on Borrowers

(Destroy after newlist is issued to sane business

firm (Qbsolete)
Assi gnment, Acceptance, and Rel ease
Continuation Statenent (State)

Farmers Hone Adm nistration's Answer to Request
for Informati on (obsol ete)

Request for Continuation Statenent Filing Fee

Statenment of Continuation, Partial Rel ease,
Assi gnment, Etc.

Continuation of Termnation Statement (State)

Application for Partial Release, Subordination,
or Consent

Transfer of Real Estate Security

Partial Release of Drect Re al Estate Mrtgage
(LA

Quitcl aimDeed (State)

Noti ce and Acknow edgnent of Sale of I|nsured
or Quaranteed Loan

Managenent System Car d- | ndi vi dual

Application and Processing Card--Individual
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FormNuber  Title of Form  position

19105 Request for Verification of Enployment - 3

1922-1 Appr ai sal Report -- Farm Tract 8

1922-2 Suppl enental Report -- Irrigation Drai nage, 8
Levee, and Mnerals

1922-3 Map of Property 8

1922-13 Map of Property 8

1922-4 Townshi p Plat Map 8

1922-5 Appr ai sal Revi ew 8

1922-6 Mil tiple Township Plat Map 8

1922-7 Apprai sal Report for Miulti-Unit Housing 8

1922-8 Uni form Resi dential Appraisal Report 8

1922-9 Real Estate Sales Data 8

1922-10 Apprai ser's Wrksheet - Farm Tr acts (Study 8
of Conpar abl e Properti es)

1922-11 Appraisal for Mneral Rights 8

1922-14 Resi denti al Appraisal Review For Single 8
Fam |y Housi ng

1924-1 Devel opnent Pl an 6

1924-2 Description of Materials 6

1924-3 Servi ce Building Specifications 6

1924-5 Invitation for Bid (Construction Contract) (Destroy 6

5 years after Builder's Warranty expires)

1924- 6 Construction Contract 6



RD I nstruction 2033-A

Exhibit A
Page 15
(Revi sion 1)
For m Nunber Title of Form Posi ti on
1924-7 Contract Change Order (To be attached to or filed 6
with the FormRD 1924-6, which it changes)
1924-9 Certificate of Contractor's Rel ease 6
1924-10 Rel ease by d ai mants 6
1924-11 Statenent of Labor Perfornmed (Deliver to borrower 6
when all itens of devel opnent have been conpl et ed
and the supervi sed bank account cl osed)
1924-12 I nspection Report (Destroy 5 years after Buil ders's 6
Vrranty expires)
1924- 13 Estinmate and Certificate of Actual Cost 6
1924- 15 Report of dains for Construction Defects 6
1924- 16 Record of Pre-Construction Conference (Destroy 5 6
years after Builder's Warranty expires).
1924-18 Partial Payment Estinate (Destroy 5 years after 6
Bui l der's Warranty expires).
1924-19 Bui l der's Varranty 6
1924- 20 Request for Subdivision Location and Feasibility 6
Anal ysi s
1924- 21 Notice of Expiration of First Year of \Warranty 6
(Destroy 5 years after Builder's Warranty expires).
1927-1 Real Estate Mortgage or Deed of Trust for 5
(State) I nsured Loans to I ndividuals)
1927-4 Transmttal of Title Information 5
1927-7 Real Estate Mortgage or Deed of Trust for 5
(State) Rural Housing Loans Only
1927-9 Prelimnary Title Qoinion 5
1927-10 Final Title Qoinion 5
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FormNuber  Title of Form Position

192711 Wrranty Deed ( y 5
or 12

1927- 15 Loan d osing Instructions 5

1927-16 Notification of Loan O osing 5

1930-5 Bookkeepi ng System - Snal |l Borrower 2

1930-6 Mont hly Report 2

1930-7 Statenent of Budget and Cash F ow 3

1930-8 Year End Report and Anal ysis for Fiscal Year 3

Endi ng

1940-1 Request for bligation of Funds 2

1940- 10 Cancel l ation of U S. Treasury Check and/or Cbligation 2

1940- 16 Prom ssory Note 2

1940- 17 Prom ssory Note 2

1940- 18 Prom ssory Note Ror Softwood Ti nber Loans 2

1940- 20 Request for Environnental |nfornation 3

1940- 21 Envi ronnental Assessnent for dass | Action 3

1940- 22 Envi ronnental Checklist for Categorical Exclusions 3

1940- 37 Econom ¢ Energency Loan Anal ysis ((bsol ete) 2

1940- 38 Request for Lender's Verification of Loan Application 3

1940- 41 Truth in Lending Disclo sure Statenent 2

1940- 43 Notice of Right to Cancel 2

1940- 51 Crop- Share Cash Farm Lease (Wth Subordination 1

Agreement) (Destroy 2 years after expiration
or when purpose has been served, whichever is
earlier).



1940- 53

1940- 55

1940- 56

1940- 59

1941-1

1941-7

1942-8

1942-9

1942-14

1942-19

1942- 31

1942- 39

442-40

RD I nstruction 2033-A

Exhibit A
Page 16A
(Revision 1)
Title of Form Posi ti on
Cash Farm Lease (Wth Subordi nation Agreenent) 1
(Destroy 2 years after expiration or when purpose
has been served, whichever is earlier).
Li vest ock- Shar e- Farm Lease (Wth Subordi nation 1
Agreement) (Destroy 2 years after expiration or when
pur pose has been served, whichever is earlier).
Annual Suppl enent to Farm Lease (Wth Subordi nation 1
Agreement) (Destroy 2 years after expiration or when
pur pose has been served, whichever is earlier).
Settl enent Statenent 5
Criteria For Continuing Assistance To Del i nquent 3
Bor rower s
Q. and G her CGedit Analysis (Cbsol ete) 2
Resol uti on of Menbers or Stockhol ders 5
Loan Resol ution Security Agreenent 5
Associ ati on Project Fund Anal ysis 2
Agreement For Engineering Services (Destroy 5 years 6
after Builder's Warranty expires).
Associ ati on Water or Sewer System G ant Agreenent 2
(obsol et e)
Processi ng Checklist (Qher Than Public Bodies) (Keep 1
as top itemuntil loan is cl osed. Destroy when 5
years ol d.)
Processi ng Check List (Public Bodies) (Keep as top 3
itemuntil loan is closed. Destroy when 5 years old.)
Project Summary Community Facilities 3

1942- 43

(08-07- 91)

(Gher Than) Wility - Type Projects)
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FormNuber  Title of Form Posi ti on
194245 Project Summary - Water and Wiste Disposal and 1
Gher Wility Type Projects
1942- 46 Letter of Intent to Meet Conditions 3
1942- 47 Loan Resol ution (Public Bodies) 5
1942-51 Wt er and Waste Disposal Gant Determnation 2
(obsol et e)
1942-52 Cash Fl ow Projection 3
1942-53 Cash Fl ow Report 3
1942-54 Applicant's Feasibility Report 3
1944-1 Interest redit Agreenent Renewal 2
1944-2 Singl e Fam |y Housi ng Fund Anal ysis 2
1944-3 Budget and/or Financial Statene nt 3
1944- 4 Certification of Dsability or Handi cap 3
1944-5 FHA Manuf act ur ed Housi ng Deal er - Cont r act or 3
Application
1944-6 Interest Oredit Agreenent 2
1944- 6A Miltiple Famly Housing Interest Oredit Agreenent 2
1944-7 Interest redit and Rental Assistance Agreenent 2
1944-8 Tenant Certification 2
1944-9 Mil tiple Famly Housing Paynment Transmttal 2
1944- 9A Mil tiple Famly Housing Statenment of Paynment Due 2
1944-11 Condi ti onal Commi t nent 3
1944-12 Rural Housing Loan Application Package 3
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1944- 14

1944- A14

1944- 15

1944- 25

1944- 27

1944- 29

1944- 33

1944- 33A

1944- 34

1944- 34A

1944- 35

1944- 35A

1944- 36

1944- 37

1944- 50

1944-51

1944- 52

1944-53

1944-54

Payment Assi stance/ Deferred Mrtgage Assi stance
Agr eenent

Payment Assi stance/ Deferred Mrtgage Assi stance
Agr eenent

Interest redit Agreenent Cancell ation
Request for Ren tal Assistance
Rent al Assi stance Agreenent

Proj ect Wrksheet for Interest Oedit and
Rent al Assi stance

Loan Agreenent

Consol i dat ed Loan Agreemnent

Loan Agreenent

Consol i dat ed RRH Loan Agreenent

Loan Resol ution

Consol i dated Loan Resol ution
Application for Conditional Commitnent
Previous Participation Certification

Mil tiple Fam |y Housi ng Borrower/ Project
Characteristics

Mil tiple Famly Housing Obligation Fund Anal ysis
Mil tiple Fam |y Housing Prom ssory Note

Mil tiple Famly Housing Cancel l ation of U S.
Treasury Check and/or bligation

Mil tiple Fam |y Housi ng Change Borrower Nane/ Address/
Case Nunber/Proj ect Number/Loan Nunber



RD I nstruction 2033-A
Exhi bit A
Page 18A
(Added 10-27-95, SPEC AL PN

For m Nunber Title of Form Posi ti on

1944-55 Mil tiple Famly Housing Transfer of Rental Assistance 2

1944- 56 Miltiple Famly Housing Interest Oredit Agreenent 2
Cancel  ati on

1944- 57 Mil tiple Fam |y Housi ng Acknow edgemnent of 2
ol i gat ed Funds/ Check Request

1944-57A Mil tiple Fam |y Housing Suppl enental |nstall ment 2
I nformation

1944- 59 Certificate of Higibility 3

1944- 60 Landl ord’s Verification 3

1944- 61 Cedit Hstory Wrksheet 3

1944- 62 Request for Verification of Enployment 3

(08-07-91) PN 170



RD I nstruction 2033-A

Exhibit A
Page 19
(Revi sion 1)

1945- 15
1945- 22

1945- 23

1945- 26
1945- 27

1945- 29

1950-9

1951-6
1951-7
1951-9
1951-12
1951-13
1951-15

1951-23

1951- 34
1951- 37
1951- 39

1951- 39A

(08-07- 91)

Val ue Determinati on Wrksheet (EM Loans Only)
Certification of D saster Losses

Applicant's Certification (Insured E cononic
Emer gency Loan) (Qbsol ete)

Cal cul ati on of Actual Losses
Report of Natural D saster

ASCS Verification of Farm Acreages, Production
and Benefits

Inquiry to Postmaster Concerning Borrower's
Addr ess

Bor rower Account Description Fl ag
Request for Change In Application
Annual Statenent of Loan Account
Correction of Loan Account

Change in Interest Rate

Communi ty Prograns Assunption Agreenent

Morat ori um on Payment (Section 502-504 RH
Loans)

Di rect Paynent Pl an Change
Addi tional Payment Agreenent
@ ant of Easenment Fish and WIdlife Services

G ant of Easenent

PN 170
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For m Nunber Title of Form Posi ti on

1951-43 Adj ust ment of Accounts Referred for IRS Ofset 2

1951- 47 Farmer Prograns- Noncash Oredit for Purchase of 2
Easenent Rights

1951- 50 Mil tiple Fam |y Housi ng Conversi on Agreenent 2

1951-51 Mil tiple Famly Housi ng Exception to Late Fee 2

1951-52 Miltiple Famly Housi ng Record Adm ni strative 2
Adjustrment - Audit daim

1951-54 Mil tiple Fam |y Housing Annual Statenent of Loan 2
Account As O

1951- 56 Loan Deferral 2

1951-58 Basis for Loan Account Paynmen t Application for 2
Far mer Program Loans

1955-1 Ofer to Convey Security 5

1955-2 Report on Real Estate Problem Case 2

1955- 20 Lease of Real Property 5

1955- 40 Notice of Real Property for Sale 5

1955-44 Notice of Residential Gccupancy Restriction 5

1955- 45 Standard Sales Contract - Sale of Real Property By 5
The United States

1955-47 Bill of Sale "A" 5

1955- 49 Qui t cl ai m Deed 5

1956-1 Application For Settlenent of I|ndebtedness 2

1956- 2 Cancel | ation or Charge-Of FnHA | ndebt edness 2

1960- 12 Fi nanci al Farm Anal ysi s Summary 3
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1962-9

1962- 20
1965-8
1965-9

1965- 10

1965-11
1965- 13

1965- 14

1965- 15
1965- 16
1965- 17

1965-17A

1965- 18

1965-19

1965- 20

1965- 22

(08-07- 91)

Agreement For the Use of Proceeds/Rel ease of
Proceeds From Sal e of Farm Product

Tenporary Arendnent of Consent To Paynent of
Proceeds From Sal e of Farm Product

Noti ce of Judgment 2
Rel ease From Personal Liability 2
Mil tiple Famly Housi ng Assunpti on Agreenent

I nformati on on Assunption of Miultiple Famly
Housi ng Loans

Accel erat ed Repaynent Agreemnent 5
Assunpt i on Agreement (Farmer Program Loans)

Proof of Aaimof The United States of Anerica
(I ndi vi dual )

Assunption Agreement Single Fam |y Housing Loan(s)
Miltiple Famly Housing Reanortization Agreenent
Mil tiple Fam |y Housi ng Consolidation

Mil tiple Fam |y Housi ng- Consol i dation of
Proj ect s/ Loan Agreenent Resol utions

Mil tiple Famly Housi ng Rel ease From Per sonal
Liability

Miltiple Fam |y Housing Advi ce of Mrtgaged Real
Estate Acquired

Miltiple Famly Housi ng Advi ce of Mrtgaged
Real Estate Sold

I nformati on on Assunption on New Terns or
QG her Change of Terns

PN 170
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1965- 23

1980-7

1980- 10

1980- 15

1980- 16

1980- 17

1980- 18

1980- 19

1980- 24

1980- 25

1980- 27

1980- 32

1980- 38

1980- 40

1980- 41

1980- 42

1980- 43

1980- 44

Suppl enent al | nformati on on Assunpti on and/ or
Change of Terns

Notification of Transfer and Assunption of a
Quar ant eed Loan

Application For Loan and Quarant ee 3
(Communi ty Prograns)

Conditional Coommtnent for Contract of Quarantee
(Line of Oredit)

Approved | ender Agreenent For Quaranteed
Single Fam |y Housing Loans

Loan Note Quarantee and Assi gnnent Quarantee Agreenent

Condi tional Commitnent For Single Famly
Housi ng Loan Quar ant ee

Quaranteed Loan d osi ng Report 2
Request Subsi dy Paynent to Quaranteed Loan Lender

Request for Quarantee (Emergency Livestock Loan
or Econom c Emergency Loan)

Contract of Quarantee (Line of Oedit)

Lender's Certification (Quaranteed Econonic
Emer gency Loan) ((bsol ete)

Lender's Agreenment (Line of Oedit) 2
Reverse A Report of Liquidation Expense
Quaranteed Loan Status Report

Notice of Substitution of Lender
Lender's Quaranteed Loan Paynent to FrmHA

Quar ant eed Loan Borrower Default Status
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For m Nunber Title of Form Posi ti on
1980- 45 Noti ce of Liquidation Responsibility 2
1980- 46 Report of Liquidation Expense 2
1980- 47 Quar ant eed Loan Borrower Adjustments 2
1980- 49 Quarant eed Loan status Update Adjustment 2
1980- 50 Add, Delete, or Change Cuaranteed Loan Borrower 2
I nformation
1980- 51 Add, Change, or Del ete Quaranteed Loan Record 2
1980- 52 Report Request 2
1980- 56 Quar ant eed Loan Borrower Defermnent 2
1980- 57 Rever se CQuar anteed Loan Borrower Defernent 2
1980- 58 Interest Rate Buydown Agreenent 2
1980- 60 Application for Loan Quarantee (Nonprofit 3
Cor por at i on)
1980- 61 Comm t ment For Cuar ant ee 2
1980- 62 Loan Cuarant ee 2
1980- 63 Nonprofit Lender’ s Agreenent 5
1980- 68 Lender’ s Agreement - Drought and Disas ter 5
Quaranteed Loan (Interest Not Quaranteed)
1980- 69 Loan Note Quarantee - Drought and D saster 2
Quaranteed Loan (I nterest Not Quaranteed)
1980- 70 Assi gnment Quar ant ee Agreement - Drought and 5
Di saster Quaranteed Loan (Interest Not Quaranteed)
1980- 71 Lender’ s Agreenent - D saster Assistance For Rural 5

Busi ness Enterprise (DARBE) Cuaranteed Loans
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For m Nunber Title of Form Posi ti on
1980- 72 Loan Note Cuarantee Disaster Assistance For Rural 2
Busi ness Enterprise (DARBE) Quaranteed Loans
1980- 73 Assi gnment Quar ant ee Di saster Assistance For Rural 5
Busi ness Enterprise (DARBE) Cuaranteed Loans
1992-6 Acqui sition or Abandonnent of Secured Property 5
2006- 20 O assification of Farmer Program Borrower Account 2
3570-1 Project Selection Priorities 1
3570-2 Wr ksheet for Computing Maxi num Grant Assi st ance 2
3570-3 Community Facilities G ant Agreenent 2
4274-1 Application for Loan (Internmediary Rel ending Progran 3
4274-2 | RP Project Summary 1
4274-3 Intermedi ary Rel endi ng Program Prom ssory Note 2
4274- 4 Intermedi ary Rel endi ng Program Loan Agreemnent 2
4274-5 Intermedi ary Rel endi ng Program Suppl enent al Loan
Agr eenent 2
AD- 622 Notice of Preapplication Review Action 3
SF-424.1 Application for Federal Assistance 3
(For Non-Construction
SF-424.2 Application for Federal Assistance 3

(For Construction)
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Description of Rcord ~ Position
Annual Audit Report (Destroy after 5 years for CP loans) 1
Borrower Financial Statement (Destroy after 5 years for CP | oans) 1
B& Special Ten-Point Narrative Report 1

Chattel Security Instrument 1

Mont hly Reports (B&) 1

Pre-d osing Audit Report 1

Report - Exhibit B, RD Instruction 2015-C 1

State B& Spread Sheets and Anal ysis 1

Applicant's Certification of Prior |Indebtedness 1

Menmor andum of Under standi ng for InterimF nancing by Lender and FnHA 1
Copi es of Bonds (I nsured) 2

Lender's Loan Agreenent 2

Prom ssory Notes (B&) 2

Approval of Protective Advances 2

Bond ( Speci nen), Bond O di nances, Bond Transcript or simlar itens 2
Desi gnated Bank - Col | ateral Pl edge 2

Labor Housing G ant Agreenent 2

Deposit Slip (To be filed in any manner in this position best serving
County O fice needs). 2

Runni ng Case Record (Keep as top iten). 3

Evi dence of Exenption from Federal |nconme Tax 3

Letter of Conditions 3

Mar ket Anal ysis I nformation 3

(08-07-91) PN 170



RD I nstruction 2033-A
Exhibit A
Page 26

State Director's Determnation of Level of Incone
Associ ati on Loan User Survey Sheet

Applicant's and Lender's Preapplication Letter
Lender's Eval uati on and Recommendati ons

Cost Estimates and Forecasts for Contingency Funds
Di vorce Decrees

Dun and Bradstreet Reports

Corporate Financial Statenent of Quarantors

S.EC 10K Report

Pro-fornma Bal ance Sheet

CQurrent Profit and Loss Statenents

Projections of Goss Revenues and Net Earni ngs
Cash Flow Statenents (3 Years) with Assunptions

Fi nanci al Statenents for Last 3 Years

Sal es Projections Indicating Percentage of National
Conpl ete Debt Schedul es

InterimFinancial Statenents

Agi ng and Turnover of Receivables and Inventory

Credit Reports

3

3

Local

3

3

3

3

Records of Any Pending or Final Regulatory Legal Action

E.Q 12372, Comments From State Single Point of Contract

for Intergovernnental Review of Federal Prograns

Fl ood or Mudslide Hazard Area Statenent

Mar ket



RD I nstruction 2033-A

Exhibit A
Page 27

Description of Rcord ~ Position
National Hstoric Preservation Act Statement 3
State Review Board M nutes 3
Certificate of Need (For Health Care Facilities) 3
M scel | aneous Managenent Reports (B&) 3
G ean air and Water Pol lution Control Act Requirenent Statenent 3
Envi ronnent al | npact 3
Correspondence (Excluding dosing Instructions) Destroy all other
correspondence when 5 FY's ol d. 4
Notification of Character Eval uation 4
Department of Labor Certification 4
A osing Instructions 5
Mortgagee Title Insurance Policy (May be filed in Position 7 if a
title insurance conpany's services are not used for |oan closing). 5
Agreement for Service through Individual Facility 5
Agreements: Menbership or Technical Services 5
Byl aws, Resol utions, or Regul ati ons and Anendments thereto 5
Articles of Incorporation, Bylaws, and Regul ations or Charter 5
Certificate of Menbership or Users Certificates 5
Certificate of Incorporation 5
Evi dence of filing or submtting periodic report to State agencies
or others as required, to naintain legal entity 5
Evi dence of O ganizational Meetings (includes m nutes of meetings) 5

Lists of: Association Menbers and interest held by each; and
Oficers and Drectors 5
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Description of Rcord ~ Position
Subscription Agreement 5
Cccupancy Agreenent 5
Wt er and/or Sewer User's Agreenent 5
Evi dence of Qther Security Pl edged (Exanple: Life Insurance Policies) 5
Forecl osure Notice Actions 5
Leases, Permts, Assignments, and ot her evidence of contract 5
Personal Liability (for |oan) 5
Purchase Contract or Agreenent 5
Survey of Land 5
I nvent ory Breakdown (B&) 5
Lender Security Agreenents 5
FHA Security Agreenents 5
Lender Mortgages or Notes 5
Part nershi p Agreenents 5
Schedul e of Stock Oanership 5
Franchi se Agreenent 5

Construction Contracts and Documents (includes architectural and
engi neering) (Return to borrower 5 years after Builder's Warranty
expires). 6

Evi dence of Concurrence and Conpliance with Construction
Requi renents of State, County, and Munici pal CGovernnents

(includes Building Permts) 6
Evi dence of Board of Health approval 6
Evi dence of Concurrence with State Pollution Control Agency 6

Evi dence that project is consistent with conprehensive area
wat er and sewer plan 6
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Maps (before and after) (Returned to borrower after 5 years for CP
| oans at discretion of District Director (D D) 6

Pl ans and Engi neering Reports including specifications, cost estinates,
and other simlar documents. Al prelimnary blueprints and/or

drawi ngs wi |l be destroyed upon approval of the final set. The fina
set (as-built plans) will normally be returned to the borrower (owner)
at the discretion of DD for CP loans two years after final inspection
and acceptance of the facility by the owner and FnHA; however
discretion may be used in returning plans to associations for an
additional two years. This would provide a maxi numperiod of four years
or life of the loan for CP loans for retaining these plans in County or
District Ofices. Al associations will be encouraged to maintain
as-built plans on a current basis. 6

Pl ot P ans 6

Wility Availability Documents 6

Contractor's Bills, Invoices, and Statenents of Labor Perforned

(An envel ope may be used tenporarily for this material. Deliver to
borrower when all itens of farmdevel opment have been conpl eted, all

bills have been paid, and supervi sed bank account cl osed.) 6
DHUD- FmHA or VA construction inspection reports 6

Approval by State and Local Agencies 6

Bi d Docunents (Destroy 5 years after Builder's Warranty expires) 6

Bonds, Performance and Paynment (Destroy 5 years after Builder's
Vrranty expires) 6

I nsurance Policies - Property and Public Liability or Declarati on Page
when a nmaster policy is in effect. (Return to Farmer Program and
Section 502 RH borrowers after the first year of the loan; all other
borrowers, return after cancellation or expiration of the policy unless
there is a loss pending. On all |oss pending cases, deliver policy

to borrower only after settlement of the claim) 7

Mortgagee Title Insurance Policy (May be filed in Position 5if a
title insurance conmpany's services are used for |oan cl osing) 7
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Description of Record Posi tion
Apprai sals (B&) 8

Feasibility Studies and Reports (Return to borrower after 5 years for
CP | oans) 8



RD I nstruction 2033-A
Exhi bit B

TABLE OF CONTENTS FOR ASSOCI ATI ON- TYPE BORROMER CASE FI LES

A processing checklist may be used in lieu of a Table of Contents provided the
| ocati on of each docunent in the case(s) is shown on the checklist. If a
processi ng checklist is not used, the State Director will issue as a State
Forma Table of Contents (prepared on one side of page only) to cover all
National forms, State forns, and unnunbered itens classified to each of the
eight file positions in the borrower case folder(s). Separate Tabl es of
Contents may be prepared for each association-type | oan, such as Business and
Industrial, Rural Rental Housing, and Water and Waste D sposal, listing only
those forns and docunents pertaining to the specific type | oan. Exanple:

TABLE O CONTENTS (ALL PCSI TI ONS)
(File in position 1 as top itemof initial folder)

(4) (5)
"X oor Renmar ks or
(1) (2) (3) Tab No. Cont i nu-
Form No. Description of Record Initial ation
Fol der Fol der
SF 424.1, "Application for Federal
Assi stance (For Non-Construction)," or
SF 424.2, "Application for Federal
Assi stance (For Construction)” 3 X
FnHA 140-4 Transmittal of Docunents 4 X
FHA 400-1 Equal Qpportunity Agreement 6 X
FmHA 400-4 Assurance Agreenent 3 X
FHA 402-1 Deposit Agreenent 2 X
FHA 426-1 Val uati on of Buil di ngs 7 X
Envel ope

Jacket 1 of 2

Expl anati on of Col umns :

(1) State Ofice will enter formnunbers in numerical order.

(2) State Ofice will enter the title of formor descri ption of
unnunbered itens. Unnunbered itens wll be listed foll owi ng nunbered
forms.

(3) State Ofice will enter file position.

(4) The office responsible for maintaining the office borrower case
folder will enter "X' when itemis placed ininitial folder, or if
"Tabs" are used, enter tab nunber .

(5 Ofices will enter description of other container(s) when a given
itemis not kept inthe initial folder or an itemis transferred to a
continuation folder. This colum rmay al so be used by the responsible



office, State Ofice, or National Ofice for other pertinent
information, such as initialing and dating by review ng officials.

(0]@ 0}
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MAI NTENANCE OF PROGRAM RECCRDS ENTERED TO THE
AUTQVATED DI SCREPANCY PROCESSI NG SYSTEM ( ADPS)

This exhi bit provides the records mai ntenance and internal contro

requi renents for source/input and ot her docunents that support transactions
processed to ADPS via the Agency's field office termnal system

Additionally, it provides standards for the tinmely and accurate manuscri ption
and di screpancy correction of ADPS transactions to neasure field office

per f or mance.

I. Docunent Processing

A, Conpl eted aut horized source/input docurments will be used to support
all transactions. For internal control and audit trail purposes, there nust
be a clear record of responsibility for both the authorizing and the inputting
of each transaction. The approving official of the related ADPS transaction,
e.g., County Supervisor, Program Chief, or his/her del egate, nust sign and
date the appropriate authorizing formor input docunent, whether or not there
is a signature block for the Agency representative. Wen there is no related
authorizing formor input docunent, e.g., check requests, personnel should
generate printouts of the conpleted ADPS input screen imredi ately after al
data is entered and the screen pronpt displays "Transacti on has been updated."
This screen printout will be signed and dated by the approving official or
hi s/ her del egate and nmaintained as the authorizing i nput document. Field
of fi ce personnel who enter transactions to process nust al so notate their
name, ADPS bl ock nunber, and current processing date on the source/input
docunent. Wien a screen printout is used as the transaction i nput docunent,
as with check requests, the user identification nunber of the enpl oyee
entering the transaction, the ADPS bl ock nunber, and the process date will be
di spl ayed on the screen printout; inputting personnel do not need to add this
information to the printout.

B. Until transactions process, field offices should file the source/i nput
docunents or input screen printouts by processing date in an ADPS Unprocessed
Transaction Pending File. Each workday, ADPS ption 1, "D screpancy
Processing - Adest Wthin Jurisdiction,” or Option 2, "D screpancy Processing
by Case Nunber or Property ldentification,” will be accessed to determ ne the
transactions that have processed or rejected. |If the transactions are not
di spl ayed, the rel ated source/input docunents or screen printouts will be
removed fromthe pending file and placed in the appropriate case fol ders.

C. D screpancies should be corrected and the rel ated source/i nput
docunent annotated with the corrected information, as appropriate. This
i ncl udes system generated di screpancies, e.g., cost itens. For discrepancies
where there are no source/input documents, input screen
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printouts reflecting the corrected information should be generated. The
approving official (or his/her delegate) nust sign and date the new screen
printouts. Attach previous screen printout to new screen printout. The
source/ i nput documents or screen printouts should be filed by processing date
in the ADPS Unprocessed Transaction Pending File. Upon verification of the
di screpanci es processed by accessing ADPS ptions 1 or 2, the rel ated
source/ i nput documents or new screen printouts will be renoved fromthe
pending file and placed in the appropriate case folders. The previous screen
printouts will be destroyed.

D. If field offices route rmanuscripted or discrepancy transactions to the
Fi nance Ofice or mail docunents to the Finance Ofice, District Ofices, or
State Ofices for processing, the sending offices will retain the original or
copi es of the source/input docunents, input screen printouts, and transnitta
letters, as appropriate, in an ADPS Unprocessed Transaction Pending File by
date sequence. For routed transactions, the field offices will access ADPS
Option 2 to deternmne the transacti ons that have been processed. |If the
transactions are not displayed, the rel ated source/input documents or screen
printouts will be renoved fromthe pending file and placed in the appropriate
case folders. For docunents nmailed, the field offices will access the ADPS
status screens (unless superseded by State Ofice guidelines) to determ ne
whet her the transacti ons have been processed. Upon verification of the
transacti ons processed, the rel ated source/input documents or screen printouts
will be renoved fromthe pending file and placed in the appropriate case
fol ders

E. Wen District or State Ofices enter transactions for other field
offices, personnel entering the transactions nust notate their name, ADPS
bl ock nunber, and current processing date on the source/input docunents. Wen
there are no rel ated source/input docunents, input screen printouts should be
generated. (If an input screen printout is used as the only input docunent,
personnel entering the transactions are not required to notate their nane,
ADPS bl ock nunber, and current processing date on the printout.) The
approving official or his/her del egate nust sign and date the source/input
docunent or screen printout. The source/input docunents and screen printouts
will be filed by processing date in an ADPS Unprocessed Transacti on Pendi ng
File. Upon verification of the transactions processed by accessi ng ADPS
Ootions 1 or 2, the related source/input docurments or screen printouts will be
filed by processing date in an ADPS Processed Transaction File.

F. If it is necessary to process transactions using K-to-apply codes
that require authorization justifying their use, the reasons for use nust be
i ndi cated on the source/input documents or input screen printouts, as
appropriate. The reason nust explain the uni que conditions, terns, or



RD I nstructi on 2033-A
Exhibit C
Page 3

coding on the transaction or account that make use of the OK-to-apply code
necessary. Do not use the general descriptions in the ADPS docunentation as
reasons. For internal control purposes, the approving official nust initial
and date the reason for use. The OK-to-apply codes that require authorization
are identified in attachment 1 of this exhibit and the ADPS field office
detail transaction and di screpancy codes manuals. District

and State O fices should nonitor the use of OK-to-apply codes by using the
FOCUS report titled DSO4, "Use of OK-to-Apply Codes."

G If it is necessary to use action pending codes ( APCs) identifying the
reasons for delays in processing transactions and the APCs do not specifically
descri be the circunstances that require their use, e.g.

APC FG - O her, the reasons for use must be clearly indicated on the

source/i nput docunents or input screen printouts, as appropriate. | f
additional APCs are needed to identify specific conditions that frequently
occur and result in not being able to neet transaction processing timefranes,
field offices may request new APCs on Form RD 2006-21, "Information Systens
Managerent (1SM Request for Changes to User Docunentation.” FOCUS Reports
DSCB, "Report of Manuscripted Transactions by Jurisdiction Code, Transaction
Code, and Borrower Case Nunber," and DSOL, "Aging of Discrepancies in Field
Ofice Jurisdictions,” may be used to nonitor the appropriate use of APCs.
Al so, Report Code 533, "Analysis of Submtted/ Rejected Transacti ons by
Jurisdiction Code," Report Code 534, "Analysis of Submtted/Rejected
Transactions by (perator ID," and Report Code 535, "Analysis of

Submi tted/ Rej ected Transactions by State Code,"” identify the APCs of
transactions which have been routed to the Finance Ofice.

1. Transacti on Ti nel i ness

A Transactions should be processed within 5 or 10 cal endar days of the
effective dates. For source/input docunents prepared at the field office, 5

cal endar days are permssible for processing, e.g., loan obligation. For
source/ i nput documents prepared external to the field offices, 10 cal endar
days are permssible for processing, e.g., loan closing. Three additiona

days are added to the 5 or 10 cal endar day timefranes for transactions nailed
to District or State Ofices for processing. An exception to the 5/ 10 day
standard is allowed for Transaction Code 8M "Linited Resource Loan Review "
Revi ews performed during the nonth are considered tinely if processed by the
fifth day of the following nonth. Attachment 1 to this exhibit shows the

ti meframes in which transactions shoul d be processed. |[|f discrepancies occur
the transacti ons should be corrected within 5 or 14 cal endar days of the
initial rejection dates. For discrepancies due to suspend codes on the
borrower accounts, 14 days are allowed for correction
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B. District and State Ofices should nonitor the timely processing of
transactions by using the FOCUS reports titled DSGB, "Report of Manuscri pt ed
Transactions by Jurisdiction Code, Transaction Code, and Borrower Case
Number, " and DSOL, "Aging of D screpancies in Field Ofice
Jurisdictions.” The following tineliness rate criteria will be used for
eval uating jurisdictional performance |evels on a nonthly basis:

Tineliness Rate Per f or nance Level
More than 95 percent Superi or

80- 95 percent Accept abl e

Less than 80 percent Unaccept abl e

C To ensure tinely initial processing of transactions or correction of
di screpanci es, the field offices shoul d:

o Train a mnimmof two office enpl oyees to process transactions.

0 Require loan closing agents to return closing informati on on the
dates the [ oans are cl osed.

0 Process data as of the effective or receipt dates of the related
| oan maki ng/ servicing actions or the next workday thereafter.

0 UWse APCs when it is necessary to delay initial processing or
di screpancy correction.

[1l1. Transaction Accuracy .

A To ensure that transactions are processed accurately, field offices
shoul d use the ADPS nmanual s to revi ew exception conditions, premanuscri pting
val idations, and processing procedures for the specific transacti ons being
processed. Monitoring accurate processing of data can be perforned by using
Report Codes 533, "Analysis of Submtted/ Rejected Transactions by Jurisdiction
Code; " 534, "Analysis of Submtted/ Rejected Transactions by Qperator I1D;" and
535, "Analysis of Submtted/ Rejected Transactions by State Code." The
foll owi ng accuracy rate criteria will be used for evaluating jurisdictional
performance | evels on a nonthly basis:

Accuracy Rate Per f or mance Level
More than 90 percent Superi or

85-90 percent Accept abl e

Less than 85 percent Unaccept abl e

B. Processing procedures to mnimze discrepancies include the
fol | ow ng:

o Validate data as the source/input docunents are prepared.
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o For source/input docurments prepared or approved external to the
field offices responsible for processing the transactions,
val i date the data upon receipt of the source/input docunents.

0 Process data as of the effective or recei pt dates of the
source/i nput docunents or the next workday thereafter

o Performvalidatio ns on discrepancy transactions to mnimze
addi tional discrepancies.

I V. Docunrent Retention

Fornms and screen printouts will be retained by position in the case folders in
accordance with exhibit A of this Instruction. The retention requirenents for
the folders will govern the entire contents. At the end of the retention
periods, all docunments containing sensitive borrower

i nformati on shoul d be destroyed by shreddi ng or other nethod which renders the
mat eri al unreadabl e.

(0100}
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